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Client Management Session

4.0 Hours
Objectives:

To ensure the operator can log on to JJIS and knows how to change passwords
To ensure the operator knows how to log off of JJIS

To give the operator an overview of the Client Menu

To ensure the operator knows some of the key forms in JJIS

Content Overview

SESSION |

Pre-Logon Basics

Logon and Basic Navigation
Intake and Enrollment

SESSION 11

Assessments and Progress Reports
Termination

Incident and Escape

Misc. System Functions

Q&A

Juvenile Justice Information System Manuals



Session | - Pre-Logon Basics

Start/Programs/Internet Explorer E-mail address; DHS-ProjectJJOLT@michigan.gov
addresss HTTP://[FAMCAREACCESS.COM/JJOLT
Help site; www.michigan.gov/dhs - click on Juvenile Justice
Training site, HTTP://JJIOLTTRAINING.FAMCARE.NET

The screen below is the sign-on screen for JJIS. Place your cursor on the line that states “Click here to sign

on to Client Management System” and press the left button on the mouse or hit the “Enter” button on the
keyboard.

3 FAMCare System - Microsoft Internet Explorer

===
File  Edit Wiew Faworites Tools  Help | l’;'
v N o ) e " R - — =T
Q Back - &5 - ,‘,: nl | P Search ‘:_./\.;:’ Favarites w Media €!’ T b - .“i
Address Iéj htkps: ffijolt. Famcare. netisecureindesx . htm LI a Go | Liriks »| QSHaglt 1=

Qestions or comments can be sent via E-Mail to the JIDLT help desk at
DHS-ProjectdJOL Ti@michigan.goy or by telephons at 517-335-3537

Secure JJOLT Site

Erivacy Palicy

Fanbare®

Click here to sign-on to the Client Management System

Slobal Vision Technologies, LILC

This FAMCare® system is operated by the
Michigan Department of Human Services.

|@_"| Done

’_ ’_ E |4 Internet
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http://famcareaccess.com/JJOLT

This brings up the sign-on screen, as well as a gray screen that contains the “Redistributable Code Agreement.”

Click on the “OK” button on that screen, which will then leave the sign-on screen, as show n below.
" FAMCare System - Microsoft Internet Explorer = il

Fle Edt Wew Favortes Tools Help |

GBack - = - D 4 | @search idFavortes fHistory | By S5 [0 - =]

| advess [ ] bk Fameare. net/index.bim =] @sa [Junks |

3]
FAMCare®

NT Service: Major.Minor.Revision: 6.0.54

Serial number for this site: 062: JJOLT

185 out of 350 user licenses allowed

Help

User ID Sign-on to the Client Management System
Password MNote: User ID and Password are case sensitive

If this is your first time accessing the swstem, vou must change the

passwiord you were initially assigned. Your new password MUST be

alphanumeric and at least six characters long

You can change your password at any time (leave blank
New Password nat to change‘)g. yourp Y (

Confirm new password

FAMCare® is a Registered Trademark of
Global Vision Technologies, LLC - Nashville, TN - All rights reserved.

Browser Tips

@] Done [ [ e internet
Rstart|| 2 & £ @ || Dinoox -merosof... | G)ssm | ity patroit Feb .| ElBaTM Febs 2001 . |[ &7 Famcare syst... SR  a21em

From this sign on screen, enter your user name (First-Last) and initial password you are given (123456), then
go down to “New Password” and create your new password. Confirm it, then click on the “Logon” button.
This will produce the main master session menu (next page). DO NOT CLICK ON LOGON UNTIL YOU
CREATE YOUR NEW PASSWORD. YOU MUST CREATE YOUR OWN UNIQUE PASSWORD
THE FIRST TIME YOU SIGN IN. ALPHANUMERIC, AT LEAST 2 LETTERS OR NUMBERS!

You will then get a message that your password has been successfully saved. Click to continue. You will get a
message every 2 months to update/change your password.
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This will be the main screen you see when you sign on. This is a client specific program and you must search
for your youth first before you can just add a new record.

/7 JJOLT Training - Microsoft Internet Explorer provided by FIA-Net IE 5.5 5P2 gt

JEiIe Edit “iew Favorites Tools Help

J I | o R B a9 3.
Back FErriwarnd Stop  Refresh  Home Search Faworites  Histary b il Print Edit
J.&gdless I@ http: #jiolttraining fameare. net/ j o Go |J Links **

Quick Mawigator: I [please select) j

[»]<]r

Juvenile Justice Online Technology, Family Independence
Agency, State of Michigan

Client Search

Last Name: [J&
First Name: |
Client Number: |

wildcards ™ ak)

wildcards ™ of)

exact match)

(
{
(
Birth Date: | (Searches exact month and

date, +- 5 years)
Search JJOLT Server | Search Demographics Sener |
Name (clickto oo, JCent | Quick | Bithler e ln oo I oo 2
|@ Done |_|_|Q Internet I

To generate a list of Clients using the “Quick Client Access” section, select a field (preferably Last Name) and
type the first few characters that are known, then add an asterisk (*), which is a wild card (for example Ja*).
First select the Search JJIS Server Button. If you still do not see the client that you are searching for, and then
select the Search Demographic Server Button, This will produce a list of Clients that have those characters in
common. Please search for, as few parameters as possible, (do not type in full name). This will insure that
we are not creating duplicate records. This is very important when we have clients that have difficult spelled
names, or we have 2 kids with the same name, but different birth dates etc... When you get the screen that lists
all the records, you can see which clients are “active,” which are “enrolled” etc...

If you do not see the client on the list, this means that you need to do another search using fewer
parameters (again search only for a few letters in last name only). You may at times be assigned a youth
that is not already in the system, if you still are unable to find a youth, you will need to create a new client
record.

The JJIS system will allow you to create a case build, including each of your clients shown on one main
screen. Please refer to the (How to set up your case load) on pages 10-18 of section 1 of the JJIS user
guide. You can access this guide at www.michigan.gov/dhs

Juvenile Justice Information System Manuals 7



If you are still unable to find the client that you are searching for, please follow the steps listed below for
creating a new case record

3 FAMCare System - Microsoft Internet Explorer provided by FlA-Net IE 5.5 5P2 gt

J File Edit “iew Fawortes Tools Help | E
5 o]

I < | A G S B 9 F . S

Back Farirs ard Stop  Refresh  Home Search Favortez  Hiztory b ail Print Edit O

@

JAgdress I@ hitps: Ajjolt.famcare. net/secureindex. htm j @Go |J Links
Quick Navigator: | (please select) =
Last Name: | (wildcards * ok) =l
First Name: | fwildcards ™ of)

Client Mumber: | {exact match) &

Birth Date: | [Searches exact month and &

date, +& 5 years)
5
Search JJOLT Server | Search Demographics Server |
Mame (click to Client Quick Eirth ]
select) Placement Type i Date 55N |Race |Gender |Parents/Guardians
Mew Client | —

Local Adminigtration | %

o0

%]

Enter Provider Grid Daily Expected Yacancies | ;l .%-

|&] Dore |_|—|2|_|Q Interet
g Start| B Groupwise - Maibox | B Micrsoft wiord | &]W0LT Training - Micro...|[ & JFaAMCare System - |N § BIE® s204M

Click on the New Client button located at the bottom of the above screen. This will bring up a Client Demographic screen,
please see below.

Juvenile Justice Information System Manuals 8



When creating a new record, you must place a check mark in the client box, The required fields are the
client’s first and last name, gender, race and legal status. You can also &dd the social security number if
known. The system will automatically generate a Client Number that is unjeue to this new client.

At the Initial Setup of Client and Demographic Information screen, alsgbegin to add current address, phone
Numbers, weight, height, hair and eye color, social security numbers/face, religion, ethnicity, language, and any
additional information that you have. You may also add client and’family history, if known.

W Microsoft Word - TO CREATE A HEW Detention CASE RECORD Revized

iﬁFile Edit Yiew Insert Format Tools Table Window Help =l |
DSEHERY¥(Eando - (ae(BEm 6 &g o - &
Body Text + Times Mew Roman  « 10 '|B AN |_ = = = é;/:{E = E?lvivév

- | Sosesch | @ Bock Popups #. Zoom = / B

Cuick Mawgator |{:Iease =alect)

! Record Created [10-06-200+

| ssN |

‘ Lew Iauly c() 3
|

|

Status |Acthe =
Client

Foster
Candidate

Status | Adoption
Candidate =l

[&] Dane =0
m] m]

r

After-you-haverentered-all- of the-abowe-information,- sign-the: form- with: your-password,
and-save-it - Always-read- your full screen' and: make- sure- that you scroll' down- to- the-
bottonr of each screen. Often, you will get a- message: to' “ click: here- to- refresh” ;- that

[«lof»]¢

[Page 3 sec 1 s [ats7  Lnz ol reG| TRkl | Bl |[evR] [weh ||

FIRST: you must scroll down or use one of the links in the upper right hand corner to verify the “CMO
Enrollment/Disenrollment”After creating a case record; it will automatically enroll your client to the top
parent provider, which is the court for your county.
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NOTE: Always make sure you also maximize the screen you are working on; this will ensure that you do
not X out of your main screen, or close a form that you are working on without saving the information
first.

To enroll/disenroll:

W Microzoft Word - TO CREATE A HNEW Detention CASE RECORD Revized

“@ Eile Edit Wiew Insert Format Tools Table Window Help 18] x|
DEeEHESRY | i=ad s =« e BEE - $ 8 g - 0
Eiody Text * TimesMewRoman ~ 10 -~ | B F O |§ = == = = = -§§| - & &v
< BT A = ™ R RNES LA R I .| B
| Back Stop  Refesh  Home  Seaich Favoites Histowy | Mal  Fie  Edt IC4 Lite
File Edit Yiew Fawvorites Tools Help
| Adarass [&] hitos ik lamcare net/securcindes him =] @G0 | |Links @
| [SeARcH| - +| /~Semch | € Biock Popwps ¥ Zoom =
uck MNawgator |:f|355? select) j
2l
Transaction Date (1062004
q CMO |CS5930044444; Court Master Provider or SCAD | "
Action | Enraliment vl
Disenrollment requires that all CWT authorizations must first
be complets.
hote
Onee disenrolled, you will not be able to select this client for
any other transactions / autharizations or billings.
v
Comments
;I w
' ol B
&) Dare =R T
o = E
»

sig ([aesa” int col1 | [REC [RE|Em R ER I |
1. Ignore the Zip Code field.

2. Select CM Put in transaction date. You can use either the current date or the acceptance date, either will
work.

3. CMO box ( Click the ‘arrow’) and highlight “Master Court Provider or SCAO”
4. Action should prefill with “enrollment”
5. Sign the form with your password and save it.

A “Confirmation Screen” will appear. This screen allows for capturing the “Intake Record” in a printable
format or continuing with further input for this Client. Press the “Click here to continue” button. This will
bring up the “Intake Record” again. Either continue to make entries or scroll down to the bottom and save the
form in its current status.

Once the intake record has been saved, the “Save Confirmation” screen appears again. Select “Click
Here to Continue.” This generates the “Forms Menu” (shown below), which contains all of the forms for the
new Client. This screen will be described in the next section.

Juvenile Justice Information System Manuals
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Care Management Track

SECOND: In the future you will add a Care Management Track for all youth. This is the main section relating
to the activities required for a youth. The “Care Management Track Authorization Request” is an interactive
form used by BJJ requesting any community-based program, a residential program, or Detention program for

reviewing the record and placement of youth.

We will just briefly explain to you how the form works. From the “Intake Summary” for the Client, and select

“click here to add”

3 http://jjolt.Famcare.net/cgi-bin/genfunc.exe?FULLFUNC TION~BLANKFORM | FORMNAME(SummationJJCMTRequ - Microsoft Internet Explarer = 1]
Help al
Pear, Bradford #0010000779
Date of Bith/Age: 8/15/1984 / 16 years, 8 months JAIS Caset 0010000779
Black Family Development .
“® Enrollment 12/14/2000 0001 e
Primary Provider: Black Family Development: 0001 cout ID# ¢i CourtlD#
Case Manager: VWelby, Marcus (MD) ssn: 001-14-2000
Legal Status: 47 OTI Delinquent (Through Interstate) Fi4 case# clientmfiacase#
Highest Aggravated Assault - 403 _
Adjudicated ey 5172001 4 Disposition Date: 12/13/2000
Initial Detention Level (|r||t|a| Level Detention Assignment) JAC Registration Date:
CMT # Intervention Option ( - ) Committing County 82: Wayne
Risk Level: High - 5/9/2001 Security Level: High - 5/9/2001
Action Requested: | Select =l
Date of CMT Request: |05-09-2001
Implementation Date:
Termination Date:
e Detention Level: ||: (Please select) |
Authorization CMT Requested: || (Please select) =]
Request Intervention Option: =]
Primary Provider Nf’Aﬂ(se\ect Intervention Option pricr to selecting this field)
Wing/Bldg | Room#l
CMO Requested By: |randy-harmon  0001: Black Family Development
- Check here to notify the JAC via e-mail webmaster@techres.com
Comments: =
Review Date:
Reviewed By:
JA CI e = T j

@] pone
B start H o & 2

J mlmbox - Microsof... | Ei] BGTM

0 Internet

| ®| ity Detroit Feb | BBGTM Feb 2001 | & FAMCare Syste, ., | & http: //fjolt fa.., | S LHEEESY 206 Pm

1. Action Requested = Initial Detention CMT if this is a first time placement. Supplemental Detention after

initial.

2. Implementation Date = Date the Service is to begin ( Admission Date)

3. Termination Date leave blank.

4. Detention level — Secure Residential Detention

5. Service Category Requested = Residential-High Security

6. Service Option = Short Term Detention (High)

7. Only the Primary Providers who have that type of programming will be among the choices i.e. GVRC

(county), Shawano, Washtenaw Youth Home, etc. Authorization status is Active And Approved

8. Sign, Save and Refresh

This will also now automatically update the Placement History when you ‘refresh’ that section.

Juvenile Justice Information System Manuals



To access a specific Client, click on the “Access” button next to the Client’s number and name. Check to make

sure this is the same youth you are looking for by viewing the Date of Birth/SSN if available. If it is correct, this
will bring up this youth’s record and you can begin to add updated information.

4 FAMCare System - Microsoft Internet Explorer provided by FIA-Net IE 5.01 SP1 gt
J File Edit “iew Favorites Tools Help |i
J = . @ fa) ‘ Q G <4 ‘ e = . >
Back Fonward Stop Riefresh Home Search Favorites Histary b il Print Edit
J Links
| address [@] hitp #/joltraining famcare netsindex him x| @6
J .% @h [Searchl || Yahoo! Companion: | Sign inl@Mv ‘Yehoo! - cFhlews - %7 Ertertainment - @Spor‘ts - @Shopping - it Finance = £33
Cuick Nawngator: I(please select) j
Client Listing
tain benu | Click here to return back to Menu
A Last | First g q
Select |Type [Status|  Client# Name | Marme mWliSuffin)  BDate  |SSN Enrollment Althoriz
Access |
Access |
ACCess |
Access | . . Mo
lientActive 0629927601 JaggerJohn TI2211975 JJZMOERroliment]
Record
Access | X X y 456- |No
lientActive (0629927588 JaggerMick 8/31/1961 [78-  JJTMOEnroliment|CS470099999CS990012351||CS990012
9123 Record
1] | |
|&] Done ’_l_le Internet
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Clicking the “Access” button brings up this “Forms Menu”.

<@} FAMCare System - Microsoft Internet Explorer _=2] =]

File Edit Wiew Faworibes Tools  Help | .'!'l

@Back - -J - |ﬂ @ _h /.._] Search ‘_}:':\'\'(_-‘Favorites -@Media e}‘ <] - :?_ - _J ':’i

Address Iﬁ:l https:ffjjolt. Famcare. netfsecureinde:x . htm ﬂ Go

Links **

@Snaglt &1

Quick MNavigator: |(FJ|EESE select) j =l %

|»

Click for Header SCreen cickfor case Notes Click for liert Tiekler
Z0 to Scheduler

Juvenile Justice Online Technology, Department of Human Services, State of Michigan
Intake 1. A Enrollment
Activity 2. B CMT Assignment
Assessments 3. C. Create / Edit Client Record
JJOLT Client Access Menu 4. D, Client Intake / Summary
Return To Client Select Menu 5. E. Personal Inventory
F . Intake Behavior Classification Assessment Instrument

[&] pane ’_ ’_ E | Internet I

Client Intake Forms (Menu Option 4-D)

Forms Menu
The top of the page contains the Client’s system-assigned number as well as name. The forms are organized
into categories. To open a form, select the category on the left column and then click on it, which generates
another list of forms. As each form is built, it automatically populates other required forms for this same Client.

There are detailed “Help” screens that walk a user through the Client record building process. Select the proper
“Go” button for the necessary help.

Juvenile Justice Information System Manuals 13



Quick Navigator

At the top of the main screen you will also see a “Quick Navigator” bar. Clicking on the field produces a small
dropdown menu of the different areas for which the user has been granted access. This allows to more efficient
movement around the system to avoid backing out of various screens to reach the main menu. You can return to
the “Client Menu” screen to find another client, or you can go to the Main Forms menu for the client you are
currently working on, or you can Log Off the system. If you see this Quick Navigator you always know you
are in the main screen, and this is how you move around the system. Do not use the X button at the top
right hand side of your screen to close out, this will take you out of the system, and you must start all
over, and you may lose information you were working on. The same is true for the ‘Back” button, you
may not save the information you were working on. Get in the habit of using the Navigator.

If you accidentally X out of the system, you will have to log back in to JJIS, sign in again, restate your
password, and search for the youth record that you were working on.

As you are working in the system, often you will be adding information to “Forms within Forms”. Look for
your Quick Navigator, if you do not see it you can use the X button to close out of that particular form.

Any time you add information to a form, you must SAVE, and then follow your screen buttons to refresh, if you
are just viewing a form you can X out of it if you have not added any information.

Juvenile Justice Information System Manuals 14



Building a Client Record
The “Client Intake / Summary,” form 4D continues for many pages. It is the critical form for entry into the
system.

/3§ FaMCare System - Microsoft Internet Explorer

Ouick Navieator: [(please select)

Demographics
Intake Record Family Information
Placements and Enrollment
JJOLT Development Site Physical Characteristics
Reference Information
@Q School Information

Other Information
Linked Forms

Note at the top of the form the Client’s current Security and Risk Levels. These are pre-populated from risk
assessments. There is also a box with the “Client’s Highest Adjudicated Offense,” which is pre-populated from
“Offense History.” You can also add

The top of the “Intake Record” form also shows links to various sections of the form, which are just shortcuts

vs. scrolling down the page. The “Intake Record” also contains links to several other screens that supplement
the basic Intake form.

Juvenile Justice Information System Manuals 15



Other Links on the “Intake Record”

7j FAMCare System - Microsoft Internet Explores provided by FIA-Net IE 5.01 SP1 gt

[_[=]x]

j Eile Edit “iew Favorites Tools Help ‘ﬁ
S DG A R e d s
Back Fonyard Stop Refresh Home Search Favorites History Mail Fint Edit M

Links il

| Agoress [&] hitp-//ioltraining fameare.net/inder him =] @G

|97 & @|q| {5esrch|-|\ “ahoo! Cnmpaninn'@MyYahnnl - FMNews ~ ¥ Entertsinment ~ 3 Sports =~ (7 Shopping = st Financs »

(Cuick MNavigator |(pleasa select) LI :

— -
il
2]
s
23
- |
Insurance & Wedicare, hMedicaid
Erevious Placements and Dates
Court Information
Offense History
PhysicallPsychalogical Information
Medication Information
Immunizations
Immediate and Significant Meeds and Services to be Provided
Action Taken
Saved by Melinda-Joseph, not signed 3/17/2001 12:51:08 Ph
Signature
Click on your browwsers Back button to cancel this record or J §
S
e
[ | |4 Intemet

&
#Start | [Z]FAMCare Spstem. €3 Microsoft Access - [R..| & Print Sereen 2.0e <u... | B Microsft Word - Doc..| 881 GroupWise - Mailbox |

&)htp:diokraining fam..| [N B9 ® 157 Fm

Juvenile Justice Information System Manuals

Other links are described below, which allow for more complete data entry during the Intake process. These
screens can also be accessed later through the “Forms Menu.”
Regarding all the items in this section, once input is complete, click on “Save” to save the input or the
“Back” button on the browser menu to cancel the input. An option exists on the “Save Confirmation”
screen to also print out a hard copy of the record. Completion of this task and hitting the appropriate button
on the “Save Confirmation” screen will take the user back to the “Forms Menu” for that Client.
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Parent/Guardian Information or Contacts
The “Parent/Guardian Information” link provides significant information regarding all contacts involved with
the Client and the treatment plan. Each Contact record will contain data regarding that person’s relationship
with the Client, privileges, role in treatment, demographics, insurance (if applicable) and possible restrictions
regarding visitation.
To begin
1. “click here to add”

2. This will bring up a Search Screen. Again, you must search for this contact, as they may already be in the
system as a contact for another youth. Type in the contacts’ last name (also using a wildcard Ja*). If they are
in the system you can just click on their name and add the new information. If not you must click on the
“Add a new contact to the master record”

3. Add all know contact information (name, DOB, Address, phone, etc.)Sign and save this form.

4. You then must add Relationship details. It will only show up on the intake record as a Parent or Guardian if
you have checked those boxes. Also, if you check Main Domicile, you will change the youth’s main record
to the parents’ address. Also, it will only show up as Contact Restrictions if you check the appropriate box.

5. Sign the form, Save it and then you will get the confirmation screen. Scroll down until you see the Click
here to refresh summary, and you will then return to your main Intake record, and the information added
should be there.

Continue to Scroll through the Intake Record adding all information available. Case manager is the JJS worker.
Committing County and Referring County, Committing Offense, Religion etc.

At the bottom of the screen you will see links for Offense History, Medical /Psychological Information,
medication Information etc. Add all information that you have available. If you do not have it, that is OK, only
add what you know.

Previous Placements and Dates

This part of the form is automatically updated when the Intake Unit admits a youth to a program; you should not
have to add any information to this section. This will also pre-fill in the appropriate areas of your Treatment
Plans.

Offense History
This form is self-descriptive, allowing for input of the Client’s offense history. For each Offense, and
Adjudication date and status must be filled in.

Physical/Psychological Information

This form is self-descriptive, allowing for input of the Client’s current physician and psychiatrist, the date of the
last physical exam, and notes. A link is also provided to the Medications and Immunizations forms.

Medication

The “Medication” form is used to document all medications prescribed for the client, including prescription
number, pharmacy name, referring physician, dosage and any special instructions. Each type of medication
requires a separate record, which can also be edited. This section is required for all agencies to keep updated.
Any time a youth has a medication change, the Group Leader, Medical staff, or whoever is assigned must go in
and complete this information.

Immunizations

The “Immunizations” form is used to document any immunizations that the Client has received and also to
input those that are necessary but not yet received (or expired). You may also be able to scan in an
immunization record so it is always available.

Juvenile Justice Information System Manuals 17



Immediate and Significant Needs and Services to be Provided
This form consists of text boxes for special notes regarding the physical needs of the Client and/or emotional
needs of the Client and parent. This is excellent for intake staff and would be helpful if staff kept this up to date.

Saving Information

At the end of your Intake Summary, one last time you must sign and save your complete form. The computer
does not know that you are actively working on a record unless you are hitting any save button at least hourly. If
you have not done this, you may get kicked out of the system and not even know it, thus none of your
information will be recorded. Make sure you are saving regularly!

CONTACTS/CASENOTES
Some people prefer to create Case Notes/Contacts as they occur individually, and some prefer to jot them down
on paper then add them all at once while writing a Treatment or Service Plan, and Progress reports. Either way,
the data entry is the same.
Click on the Add Case Notes anywhere from within 4E, from 8B, or while in a Progress report.
1. You will type in the date the case note occurred, time is optional.

2. Select the type of contact from the drop down box.

3. Select the contact person (you can select multiple people by hitting your control button and your mouse at
the same time to select or deselect multiple people). If your contact is not listed, you will click on Add
Contact, and refer back to Parent Guardian info section to create a contact and relationship. Also you can
check whether the JJS was a part of this case note by checking that box.

4. Remarks is a brief description of the case note that will appear on your report, Description is a more in
depth text of what occurred. Someone would have to open this case note up directly to get this description.

5. Select where you want this case note to populate i.e. Progress Report, Treatment Plan, Service Plan (for JJS
workers only) Medical etc... Most of you will always select Progress Reports.

6. There is a Private box, these are notes that only you will have access to. No one else will even see that they
were created. This is generally used for the Clinical Psychiatric staff, but if you use this selection these will
not show up on Progress Reports.

7. Your choice then will be to either Quick Save, which will then allow you to add another case note and so on
until you have added all that you wish, or Save/Close which will save that case note and return you to the
main form you were working on. (You can also cancel the case note and return to your form etc...) The
schedule button is not a functional part of the case note section at this time so you do not need to worry
about this at this time.

Your case notes that occur within your Progress Report, Treatment or Service Plan reporting periods will
automatically show up no matter where you create them.

Juvenile Justice Information System Manuals 18



Printing and Case Note Report:

To obtain a case note report, go to the Quick Navigator and click on Custom Report. By clicking on 8A or 8B,

you can run a report according to placed and non-placed clients.

2l FAMCare System - Microsoft Internet Explorer

Ble Edit Wiew Favorites Tools Help

SEIES
| &

osck ~ 0 - %] [Z] | S search ol Favories @ media @|

Address [&] https: jjolt.Fameare . net/secureindes. htm

w3
]

Go |Lm>6 ”lesnaglt [y

Quick Mavigator [(please select) = =

Census Rollup Reports 1
Chargeback Report 2
Administrative Reports 3
JJOLT Security Reports 4
Provider Admin Reports 5
Education Reports &
Management Business Reports 7
Case Mote Reports 8. A. Case Notg Detail
Medical Reports 9. B. Case Mots/Detail - Mon Placed Clients
Clinical Reports 10, C. Current Treatment Session And Contact
Ad Hoc Queries 11, D Detail Treatment Session And Contact
Wiew Report Queus 120 E. Summary Treatment Session And Contact
Submit Request for MNews Report 13

Return to Main Menu

Juvenile Justice Online Technology, Department of Humai| Services, State of Michigan

&1 Done

Juvenile Justice Information System Manuals

[& [ 1nternet I
eI
fle Edt Wew Favortes Tooks Help | A

Qo+ () - %] &) p| D sewen i ravories @Pmeais £2) | -
Address [ ] hetps:j/jjoleFameare. net/secoreindex htm Tl B ks 7| Gneot 1S
(Quick Navigator: | (please select) =
Case Note Detail - Non Placed Clients
Fill in this information and the click on button to proceed
Howy do you want your results: [Snapshot (Best, slower, requires snapshot viewer) x|
Client Number: |0621003134 b
Period Start Date: |1/1/2006
FPeriod End Date: |[1/12/z008]
[ SubmitReport |
Feturn to Main hMenu
[&pons [ 5 [ meemet
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Place in a client number and desired date range, and then submit report. You will be able to view the report

from your report queue, see below

~Z FAMCare System - Microsoft Internet Explorer 1=l =|
File Edit View Favorites Tools  Help ‘ ae
= . @ 7 S. T
e Back = | - |ﬂ @ Ty | E ) search \J}( Favuhfs A Media <) | - - '3
Address [&] https: fificlt Famcare .netjsecureindex. htm | Go | Links | &snaglt =1
N\ —
Quick MWavigator: | (please select) =] &
Reyort Submit Confirmation
Your request was successfully submitted into the Client Management System
|Rep0r‘t submitted: internal request number(s) 41430
Click here to view Report Clusue |
This report will be the first on an the list
Return to Main kMenu |
Return to Reports Menu |
[&] Done | |5 @ mtsrnet |

Once the report is completed in access, click on review report to access and print case notes. Please examples

below,

Juvenile Justice Information System Manuals

SEIE
File Edit WView Favorites Tooks Help | &
eﬁa:k - \) - |ﬂ @ L;j ‘ )_] search \;}(Favnrltes A medin €‘Z| &
address [{E] https://jjok. famcare netjsecureinder htm | B e ‘Llrﬂﬁ > | Gsnaglt B!
Quick Mavigator: [ (please select) =l =
El
Mote: Snapshat (SHP) files require the snapshot viewer to be installed on your machine
Click here to download and install SnapShot Yiewer 9.0
Refresh Queue
Funct\&\%f&fm D Submitted |Completed |Title/Parameters MNotes Scheduled Run Time
\ CasehoteDetailReporthonPlaced
ClientMumber. 0621003134
Burde Wi 41430 12’\;212826 wgfgga BeginningDate: 1/1/2006 *Completed in
N E I A EndingDate: 1/12/2006 Access® =
UserlD: Keith-Young
ProviderCode: CS990012356
CaseMoteDetailReport
141142006 |1/11/2008 |Clienthumber: 0621018396 "
Furge %n 4137220640 20704 [BedinringDate 111012006 A%@g”sps'fted‘”
P P EndingDate: 1/10/2006
ProviderCode: C5990012356
OfficialTranscriptBatchRun
e (i |0, | 7EEIAS U008 Ciicrmumber. 0621023103 “Carmpleted in
FUEE I Report Y i ProviderCode: CS990012356 Accesst
MasterProviderCode:
OfficialTranscriptBatchRun
e (i |y g E12306 UDIZD0E | Ciermmumber. 0631013411 “Carmpleted in
FUEE I Report Y v ProviderCode: CS990012356 Accesst
MasterProviderCode: [
ST e [ 3 [ rternet |
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jolt.famcare.net/DYNIMAGE/41430.5NP - Microsoft Internet Explorer —[=]x]

Fle GoTo Favortes Help ‘ &
Oaa:k - o - D @ <h |p536!’(h *Favuntes A tedia @‘ B- = \_J 23
Aciress [ ] https:/ickt.Fameare.nel/DYNIMAGE}+ 1430 5P | B |unks ”| @snagk L

Non-Placed Client Case Notes

No record for this client.

EiRtoER 1132006

€ [ [ [Unknown zone

Court information / Petition

Each time there is a Court Contact within your county, you can complete a Court Information Form from 2A on

the forms menu.

-lsx
File Edit Yiew Favorites Tools  Help | a
@Back - @ - @ @ Ch ‘ pSBar:h *Favﬂrites A reds £2) | B- Z‘; - )3
Address [&] heips: /ol Fameare netisecureindex. him = = |unks ¥ | Ssnage '
(Quick Navigator: | (please select) =1
JJOLT, Janie 0621003134 Click for Header SCreen ciickior cass Motes Clickfor Clisrt Tickier =
5o to Scheduler
Juvenile Justice Online Technology. Department of Human Services, State of Michigan
Intake 1.
Activity 2. A Co nformation
Aszessments 2. B Offense History
JJOLT Client Access Wenu g, C. Progress Report
Return To Client Select Menu 5. D. Program Termination
E Incident Report | |
F . Motice of Escape
G. Contacts
H. Case Motes
[~ |
|:&] pone [ [ & |4 mternet ]
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—lBix|
file Edit Yiew Favorites Tools  Help | ar
@ eack - () - [¥] [&] 2| D seach ¢ Favorites @ Media €3} | - - )33
Address [&] hetps: 4ol Famcare netjsecureindex. htm =] E3so [tnks | &snaote
Cuick Mavigater: | tplease select) ==
Court information [~
JJOLT, Janie 0621003134
Click here to add new Court Information
Acceptance Hearing et Court
Edit Date Date Hearing Legal Sta%s MR Referral Type Reason
Edit 20252004 3202005 ‘1‘230)3‘8‘9 e s e Court Pick Up Order Select
Edit 122004 A4 State Ward MCI (ACT 220) Select Select
Edit 47 OTI Delinquency Court Pick-Up Order Select
Edit g%b?“al Wardship (PA1SIEIC S Loss Prevention Petition Select
Edit : Select Select
Edit Select Select
40 Temporary Court Ward-
Edit 114972003 Delinguent Select Select
Edit ggb?ual Wardship (PA1S0-MCI- Select Select
52 Dual Wardship (PA150-MCI- MNew PA 150/220
Edit 912003 320 Commitment Select
Edit fllgb)State Ward Delinguent (ACT Select Select e
Edit 11720032 : Select Select
|
[&] pene [ | & |4 mkernet

When accessing the Court Information form, you will come to the Summation page including previo{ls reports.
You can access these forms by clicking the Edit button. You also can create a new form by clicking Click here
to add Court Information. .This will bring up the following form.

<2} https://jjolt.famcare.net/cg

Entry Date|1 1-22-2005

in/genfunc.exe?FULLFUNCTION- UNIQUEFORM | FORMNAME( 11CourtInfoMaste - Microsoft Inter

8] x|

Court Information JJOLT, Janie 0621003134
‘ Hearing Date | Court Case # ||
(tvpe and press enter) j
Judge |Click Here to Add Someone to the Court ID #

List

(type and press enter) j
Referee |Clicl Here to Add Someone to the
List
Jurisdiction [szlect( = [ onProbation[selec. =]

P.O.

Clark, Dexter (25)

[

Legal Status (Only to change
youth's legal status)

Click Here to Add Someone to the Prob. Violator |Select =
List
" Designated =
Addiodity Legal Status | Procesding ™

Current Legal Status

|State Ward Delinquent (ACT 150)

Court |ndlcat0r||C\rcuwtCDurtDe\inquency(S) |
! - Wiaiver
Dispaosition Date | ‘ Proceeding Select
Hearing Disposition | Select— () =
| | Referral Type [Selsct () =
Age atFirst Adj. | | Drug Court Case | Select =]
# Of Previous Arrests ‘l ‘ Comﬁfrt'ﬂtt‘:g;
o Diemcsimnie A | [ LI

\
|
|@ Dione

’_ ’_ E |4 Internet I]

Fill out the form accordingly, including information in the areas shaded in yellow. Please see the Dynamic
Entry section of your Manual. Save your information by clicking the save button at the bottom of the form, and

close and refresh your data.
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Session II — Progress Reports

Progress Report

To begin, when you first start a JJIS Progress Report for a youth, even if you are starting with an Updated
Progress report, (for a youth that has been in your program for some time) you will “Create a New Form”.
When this opens you will be requested to “select a form™ Initial, Updated or Interim. Initial reports are due on
the 7" day after admission. Updated reports are due on the 21st day. Interim reports are due 15 days after the
updated. The updated and interim reports will alternate every 15 days until release. Select the appropriate choice
then hit your TAB key. This will set your form. Check your admission dates. If you are starting with an Initial
Progress Report, your Admission Date and Report Start Date should be the same. Your report periods and days
in care will automatically calculate by Tabbing through form. Now this should look just like the current Word
documents we use at FIA. Add information to your Progress Reports as you normally would.

When you are finished, if you have an appointment, or whenever you need to leave working on your Progress
Report, at the end of the document you will see a box to select either “Working”, “Ready for Review”,
“Approved” or “Return for Edit”. As a Treatment Leader you will select either Working or Ready for Review, a
Supervisor will select either Approved or Return for Edit. Once a Supervisor puts in their Signature (password),
and clicks on “Approved” there will be no more edits able to be made.

As long as you are working on a report, every time you want to open it up, click on the Edit button next to the
report you are working on. When it has been finished and approved etc... for your next report you would then
click on the “Copy Existing Form”. It will bring up all your old data from your previous report but now you can
make changes to it...Keep repeating until youth is discharged.

You must complete a termination report by selecting 41 from the form menu. Answer the questions accordingly
and save your information.

To access a Progress Report, click on 2C from the Detention Forms Menu. Please see below.

“ FAMCare Syste oft Internet Explorer ==l =]
Eile Edit  Yiew Iools  Help | -

Do - 2] 0| D search e ravarite: @Pmedia €23 | G- I - 2
address [{E] https ol Famcare.net fsecureindex. htm =l B |unks Z| @snaer it
Guick Mavigator: [ (please select) =l =

JJOLT, Janie 0621003134 Click for HEaUST SCreSM mickror case norss ok tor Cliam Toser =

Goto Scheduler

Juvenile Justice Online Technology. Department of Human Services, State of Michigan
Intake 1
Activity 2. AL Court Information
Assessments 2. B. Offense History
JJOLT Client Access Menu <. ©. Prpgress Report
Return To Client Select Menu 5. D, P ram Termination
E.Incident Report
F. Motice of Escape
G Contacts
H. Case MNotes

=
&7 pone [ [ & |4 mternet ]
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Z FAMCare System - Microsoft Internet Explorer 15
| v
o

File Edit Wiew Faworites Tools  Help
eBack - \) e lj @ ;;] | /:) Search ‘?:r\\'_(Favorites eMadia €‘3| [_:v :\F - _J '3

Address I@l https:fiijolk.Famcare netfsecureindsx= . htm

Ssnage |

j Go |L|nks >

Quick Mavigator: |(p|ease seloct) j &

Detention Center Youth Assessment Reports

JJOLT, Janie

Edit Form Type  Status Locked  Admit Date Start Date End Date Report  Detention Center
Edit Updated Ready For Review 1%10003 12M16/2003 12f30/2003 a0 Admin Master
Edit Initial Working 12172003 12172003 121502003 14 Admin Master

EToe Y T —

To begin, when you first start a JJIS Progress Report for a youth, even if you are starting with an Updated

Progress report, (for a youth that has been in your program for some time) you will “Create a New Form”
=l=1x]]

Al https:/ /jiolt famcare.net,/ cgi-bin/genfunc.exe? FULLFUNCTIONFORMSLIST | FORMNAME(ProgressReport) | T - Microsoft Internet

Admin Master
Youth Assessment Report

. JJIJOLT, Janie Detention (I:weanrtr?; [Aamin Master
[Clark Dexter =]
Pe Click Here to Add Someone to the List . — > 2”001 A
Diate of Birth [7/3/1988 { 17 years, 4 months) AICLT ChENt 0521003134 3
County [ Ingham

Sender Female
Race |Asian
Admission Dats [12/1/2003
Report Dates [12/1/2003 Thru [12/08/2003

Recipient ID#

Farm Type [TERTIW ~ 7 Day Report

Offense Date |

Committing /- i
Admitting Offense | Click for Offense History

DELINQUENCY PROBLEMS:

=]
@ oere S remes

Each text box has a brief description of what needs to be addressed, and also spell check. There is also a section
that will pull your Case Notes for the report period, when creating your case notes you must select Progress

report as your source destination.

Juvenile Justice Information System Manuals 24



jiolt.famcare.net/cgi-bin/genfunc.exe?FULLFUNCTION~ FORMSLIST | FORMNAME(ProgressReport) | T - Microsoft Intermnel ===

Motes f Refresh List =1
[Date |Remarks [Twie [Centact Name |PO Present [Entered By
[10/19/2004 |[Discussed substance abuse [voice Mail [BM, Thad (AFC), JIOLT, MOR (BR) |KKeith-voung Admin Master
Document Status [Warking =]
Motify Staff wia Email wounghk2<@ hbdichigan. gow %
Other Email Notification heck here to notify |
=i
Comments
=
Motify Supervisor via email perkinsm@iichigan gow
=
Motification Information
=

Staff Supervisor

(wpe and press enten =] Date (pe and press enten =] Date

Click Hers to Add Someons to the | Click Here to Add Someons to thel

List List
Signature Signature

Date Entered |1 1-22-2005 Entered By |Ynung, Keith

Mo signatures-new farm

Signature:
Click on your browser's Back buttan to cancel this record or

Save | Schedule | Delets |

|
&1 [T & [ mtemee
Please see working, Ready for Review, and Approval process mentioned above
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JJAU Referral / Acceptance Procedure

JJAU will send out a referral to each provider according to provider grids matching court ordered possible placements. When you
receive a referral, you will be allowed 7 to 14 days to view the case record for acceptance or rejection. Once you have reviewed the

case record, you can notify JJAU electronically of your decision. You can access the JJAU information by going to the client’s forms

menu, and click on 2C.

|@ Done

From the JJAU information screen, you can click on the edit button to enter.

Please see next page

Juvenile Justice Information System Manuals

E
File Edit Wiew Faworites Tools  Help | -:,"
e Back - \_) - |ﬂ @ _;] | /:) Search ‘ir\\'( Favorites w Media @3 | <]+ :\F - _J 'ﬁ
Address I@ https:fiijolt. Famcare netfsecureindes, htm j Go |L|nks > GSnagIt =
Quick Navigator: |(p|ease select) =l = Summary data refreshed

Goto Scheduler JJolt, Justin - 0621010133 Click for Header SCreen cickfor case Notes Click for Dlient Task Appt. l=
Juvenile Justice Online Technology. Department of Human Services, State of Michigan
Intake Farms 1. Updated Tx Plan Due 081172005
Other Related Forms 2. A. Restitution / Reimbursement Form
Treatment and Service Plans 3. B. Motification of Placement/Security -
Detention And History 4. Lewel Change
Incident And Escape 5. C. JJAU Informpgtion
Care Management Track 5. D. Scanned Doclments
Adoption/Adoption Subsidy 7. E. PbS Release Form
Case Progress Motes 8. . Client Passport
Medical Information 9
Clinical Information 10.
Education Forms 11.
Special Education 12,
Vocational Education 13
Caurt Information henu 14,
Foster Care Forms 15,
Community Based Services 16,
Special Access to Prosecutor Menu 17,
Program Problem Reporting 18,
Training Reqgistration / Evaluation 19, B

T a—
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File  Edit  Wiew

Tools

< FAMCare System - Microsoft Internet Explorer =181x]

Favorites

| &

@Back - O - |ﬂ @ ;h | ;) Search ‘i\\?Favorites eMadia {3‘

a3

Address |g‘| https:fiijolk.Famcare netfsecureindsx= . htm

j Go |L|nks »| Ssnag |

Quick Mavigator: | (please select)

=

JJAU Information

Summary data refreshed

Edit | Date Rec'd |F‘acket Camplete |A53|gned!Referred ‘Date Ta Provider ‘Prowder

| Status ‘Status Date | Expected Admit Date

[Edit [10/14/2004

Yes

|R’eferred

[10/14/2004 [Starr Commonwealth Albian

[Accepted [10/14/2000 | 1141572004

[Edit [ 7162004

[Edit [ 7462004

Mo

[ \Arbor Heights Center

[Edit [ 74152004

Mo

[Edit [ B52003

Mo

|R’eferred

52003

‘Center For Psychiatric Residen

[Edit [ &/&2003

No

|Assigned

B/5/2003

[Accepted | 852003

8772003

[Ei |

|Requesled

|
|
[Rejected | BA2003 |
|
|

|Q Done

Scroll down to the section for Providers and fill in the necessary information. If you choose to accept, and when the client is actually

T a—

admitted to your facility, please put in the actual admit date. Place a check mark in the box to notify JJAU via E-Mail, and then click

the save button at the bottom of page. Please see example on the next page

Juvenile Justice Information System Manuals
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jolt.famcare.net ‘genfunc.exe?FULLFUNCTIONFORMSLIST | FORMNAME(11AUInformation}| - Microsoft Internet Explorer

[A.Uto notifcation sent 1o huntrigstarr.arg; willamsonbigdstarr. org, fenmmoreliggstarr.org at

=

D e —

L

D CompeeaBy e o[
- Puobabl Amtbae e [
T

=

_ [Auto notification sent to FIA-JJAUZEMichigan. gov; slottke C@Michigan. gov at 10/14/2004
55:02 PM

E-mail Motification information

Saved by Carol-Slottke of Admin Master (CS990012356), not signed 10/142004 3:52.38 PM
Saved by Renee-Hunt of Starr Commonwealth Admin (CS900002229), not signed 100142004 2:55.0Q P M
Saved by Carol-Slottke of Admin Master (CS990012356), not signed 10/142004 4:05.04 P
Saved by Keith-voung of Admin Master (C59900123256), not signed 11/10/2005 2:10:34 P

Signature:
Click on your browser's Back button to cancel this record or
Save Delete

E Daone ’_’_ E & Internet I

=]

=

Once JJAU is notified that the client is at your facility, and actual admit date, the CMT will be created stating that the client is at your

facility. You will not be able to complete Treatment Plans if this process is not completed.
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MICHIGAN DEPARTMENT OF HUMAN
SERVICES

Bureau of Juvenile Justice

Medical Information
Users Manual

16 November 2005

DRAFT-FOR TRAINING USE ONLY
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Medical Information

To access the Medical Screening Assessment, go to 9A on the client forms menu. You will then have the option to create a new form,
or copy an existing. As always, when completing your initial report, you should create new. Each additional entry, it is best to copy
existing. After completing your initial save, you will be able to continue working on the form by using the edit button.

<3 FAMCare System - Microsoft Internet Explorer _{@x]

File Edit Wiew Faworites Tools  Help |:,'

eBack - d - |ﬂ @ k;] | /__) Search ‘i}( Favorites @Madia €‘3| <] = :\f - J '3

Address I@ https:fijjolt. famcare . netfsecureindes. htm

(S E e

N> = |Links >

Cuick Mavigator: I(please select)

Intake Farms 1.

Other Related Forms 2.

Treatment and Service Plans 3.
Detention And History 4.

Incident And Escape 5

Care Management Track 6.
Adoption/Adoption Subsidy 7.

Case Progress Motes 8.

Medical Information 9

Clinical Information 10.

Education Forms 11.

Special Education 12,

Vocational Education 13

Caurt Information henu 14,

Foster Care Forms 15,

Community Based Services 16,
Special Access to Prosecutor Menu 17,
Program Problem Reporting 18,
Training Reqgistration / Evaluation 19,

HE

A Medical Screening Assessment {b
B. Medication Infarmation
C.Immunizations

D Insurance

E. Physical f Psychological

F.Drug Screen Results HSTATASC
and ADAD

G Substance Abuse Assessment

H. Bio Peycho Social Assessment

|. Medical / Mental Health Discharge
Summary

J. Emergency Action

K. Clinical Case Motes

L. Psychotropic Medication Review
M. Parental Consent Form

=

[ @mtenet
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“B FAMCare System - Microsoft Internet Explorer =121
|_a=

File Edit Wiew Favorites  Iools  Help

@ sark - @ - [¥] [B] 0| S search ¢ Favorites @ vedia €23 | 0 I - )33
=1 Go |L|nks ”| & snaglt =y

address [£] hitps:/iiok.famears.net /secursindes. htm

=&

Quick Navigator: | (please select)

Medical Screening Assessment

[CreateNewForml [CopyExisting Eormil

Edit Date of Exam Type of Exam
Edit 9/258/2004

Doctor

=1 - —

2] Done

At this point you can fill in the information accordingly. If the client is pregnant please fill in the expected and actual delivery dates.

7} https:/ /jjolt.Famcare.net/cgi-bin/genfunc.exe?FULLFUNCTIONFORMSLIST | FORMNAME(inittreat) | TITLE( - Microsoft Internet E

VTN e Lo,

Build: |Slender 'l (Mote: Height, Weight and build update Client Master Record if this dog
“the last update to the client record )

ent is dated later than

Eve Color: [Hazel

Hair Color: [Blande
Complexion: |Fair
[dentifying marksitattoos, |

etc
Temperature: I—
Respirations: I—
Elood Pressure (Sitting): I—d—
Pulse (Sitting): [
Last Vision Exam Date Ii
YWears Glasses. © Yes & Mo Has glasses: © Yes & Mo
Wears Contacts: € Yes & Mo
Vision Problems: € Yas @ MNo

Has contacts: € Yes & Mo

Is Youth Pregnant? & Yes Mo ©MNA

Date of last menstrual I—I—

periad?

Estimated due date’?|
Date baby delivered?l

Explain any ongoing requirements, needs and the client's present health:

B[

Clinical Evaluation

o

dl
’_ ’_ E | Internet

|@ Done
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3 https:/ /jjolt.famcare.net /cgi-bin/genfunc.exe? FULLFUNCTIONFORMSLIST | FORMNAME(inittreat) | TITLEC - Microsoft Inl = Iﬁ' Ill |
'

Wiew Saved Record in Printable Format |

Medical Screening Assessment s

Case Name: JJOLT, Janie Case Number: 0621003134

Current
Placement:

WinglPod:

Date Admitted:

Birthdate: 71311988
Gender: Female

Click for Case Motes:

HIV Information
AXIS Diagnosis
First Date Prior Medical Records Requested |

Date of Second Request for Prior Medical I—
Records:

Date Prior Medical Records Received: |
Type of Health Exam |Flease Select 'l
Date: |9!28f2[|[|4 Time |uu; v|l00 -

Doctor's Name Completing Exam:

| Click Here to Add Someone to the List

Date of Last Wedical Exam: |
Ao AF L set Tiamtal Doarmemas I— -
£ | of”
|&] pane I_I_E @ Internet I

There is a Dynamic Entry feature available, which will allow you to add the name of Doctor completing the Exam. You must search
for the Doctor by clicking within the text box to highlight Type and Press Entef. You must then type in the first three or four letters of
the first or last name. This will create a list of names to select from, if the name you’re looking for is not part of the list, the Dynamic
entry feature will allow you to add someone’s name to the list. You can accomplish this by clicking on the green link Click Here to
Add Someone to the List. This will produce a screen where you can add the name and other pertinent information about that person.
After completing your entry, you can save by clicking the save button at the bottom of the form. This only has to be completed one
time, and the name will appear as part of the list when attempting additional searches throughout the system.
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(Please Enter As Much Information As Possible) -l
Employee Number |1854?

O eCredRAR e ]

Last™| First*| M Suffix[Na =]
Street| City | State| |
Zip:l—

Pager:l— Cellular:l—

Office: |— E)(tension:l— FAX Mumber |—

E-Mail
Address|

—
—
|

Codejl Salect ) j

Mo signatures--new form
Signature:

Click onyour browser's Back button to cancel this record or

(* Required Fields) o

Sawve
=l
A

Ia Dane ,_ ,_ IE | mternst

To enter Medication data, click on the Click here to add link located below Medications or you can access the same screen from 9B on
the forms menu. You will be able to add the name of medication, dosage, begin and end date, Prescribing Physician, reason for the
medication, etc. Once you have completed your entry, you can save by clicking the save button at the bottom of the form.

2 https:/ /fjolt Famcare.net/cgi-bin/genfunc.exe?FULLFUNCTIONEDITDATA | CLIENTNUMBER(0621003134) | DO - Microsoft Internet Explorer

Medication Tracking
JJOLT, Janie 0621003134
Date |1 1-16-2005
I I I I
Prescribing Physician | Date Discontinued Reason Discontinued
I I I

[roc rumber | |refils [Setect =] [Mumber of Refils Left]| [Date Last refilled | |

Is Lab Work Required? © Yes © No

Incidents Where This Medication was Refused:
Date Description of Incident

Is this medication a Psychotropic Medication? ©Yes ¢ No

N . =
[ bore B N
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To enter Immunizations data, click on the Click here to add link located below Immunizations or you can access the same screen from
9C on the forms menu. You will be able to select date of record, immunizations type, volume of immunization, and other additional
information as needed. Once you have completed your entry, you can save by clicking the save button at the bottom of the form.

t.famcare.net/cgi-bin/genfunc.exe?FULLFUNCTION-~EDITDATA | CLIENTNUMBER(0621003134) | DO - Micrasolk In! N = x|
23
Wiew Saved Record in Printshle Format
Immunizations
0621003134 JJOLT, Janie
Help
Date of Record |3;1 R
Imrmunization Type |TE =l Other|
WVolume of Immunization |
Drate of Immunization |3ﬂ 142005
Lot Serial Number |
Additional In Series Meeded C Yes CNo
Saved by Keith-Young of Admin Master (CS990012356), not signed 3/17/2005 74446 AM
Signature
Click onyour browser's Back button to cancel this record or
Save Save and Start New | Schedule | Delete
4| | i
|g1 Done liliréi & Internet |
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To enter Insurance data, you can access the initial screen from 9D on the forms menu. You will be able to view previously added
forms, by clicking the edit button to the left. You can also create a new form by selecting the green link Click to add.

“J FAMCare System - Microsoft Internet Explorer = x|
File Edit Wiew Favorites Tools  Help | ",’
e Back - '\-) - |ﬂ @ ¥b | f'_) Search ‘»;}{ Favarites Q Media ﬁ} | [/_: - :\; - _J '3
Address I@ https:fijjolt.famcare netfsecureinds:. hkm j Go | Links QSHBQI'Z (5
Cuick Mavigator: I(please select) j 5] Summary data refreshed

hce Policies
JJOLT, Janie 0621003134
Date
Edit |[Created icy Holders Insurance Mame Paolicy # Service Code

Click to add
The Following palicies belong to Contacts where an Insurance relationship exists. You cannot edit them from here.
[Date Created [Policy Holders [nsurance Name r [Policy # [Service Code

i3
liliréi & Internet |

|@ Done

You will be able to add the name of the policy holder, 2" policy holder, etc. Please see example on the next page
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Please be aware when adding a name, the link allows you to complete three functions. Adding, editing, and searching for a name.

jolt.famcare.net/cgi-bin/genfunc.exe? FULLFUNCTION" BLANKFORM | FORMNAME(InsuranceMaster) | - = =]

Youth Name Date
JJOLT, Janie W
Third Party Liability gsﬁ;;se o, |pist. |sec. |unit. Spec.
Health Insurance Information 82000014 |EE] | | I
Specialist Name Specialist Phone
IFDrrester, Jason VI Number
Click Here to Add Somefine to the List |

Instructions
» Mail ORIGINAL to:
Revenue and Reimbursement Division
Bureau of Financial Management
Wichigan Department of Community health
PO Box 30545
Lansing, Ml 48908

o Retain COPY in DHS Case File

o Fax (517) 346-9817
» E-Mail TPL_Health@Michigan. Goy

« This form and other information are also avatfable through the
internet at.

winnd michigan gov/mdchf1,16

20412--,00html

7-132-2945_5100-

Section 1- Policyholder #1
Paolicyhalder #1 Information:

Policyholder Name (La#€ First, Middle) | Date of Birth Employer Name

(QuickClientAdd/Edit) (Client Search) I I

Social Security Number Employer City and State

| | |

Insurance Company Name Group [ Policy Number Certificate / Contract Number

I

Service | Coverage Code (BCIBS) ‘Carrier ID humber ‘Coverage Type -

| ——  —— | =
|®:| Done F’ilg‘e Inkernet
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By clicking Quick client Add, you will be able to add the first and last name, along with other pertinent information.

internet at

20412-- 00htrnl

Policyholder #1 Infarmatipn:

 https:/ fjjolt. famcare.net/cgi-bin/genfunc.exe?FULLFUNCTIONBLANKFORM | FORMNAME(InsuranceMaster)| -

« |historm and other intormation are alse/avallable through the

ity michi gan govimdchi1AB07 7-132-2945_5100-

18] x|

Section 1 - Policyholder #1

Policyholder Name st, First, Middle)
Lasﬂ

First [ sed

(QuickClienthdd/Edit) (Client Search)

Date of Birth

Employer Name

Social Security Number

Employer City and State

Insurance Company Name

Group [ Policy Number

Certificate | Contract Number

Service  Coverage Code (BCIBS)

Carrier ID number

Coverage Type

Recipient Information: Include the policyholder {if applicable) and any other adults and all children covered under Policyholder #1

Recipient Name (Last, First, Middle)
JJOLT |, Janie (ouiddlientsd dEdityClient Searchy

Recipient ID No.

Recipient Name (Last, First, Middle)

QuickClientAdd/EditiClient Search

Recipient ID No.

Recipient Name (Last, First, Middle)
(QuiddClienttdd/EJitClient Search

Recipient ID No.

Recipient Name (Last, First, Middle)

QuickClientaddd/EditClient Search

Recipient ID No.

Recipient Name (Last, First, Middle)
(QuiddClienttdd/EJitClient Search

Recipient ID No.

Recipient Name (Last, First, Middle)

CQuidiClienthdd/Edit{Client Search)

Recipient ID No.

Policyholder #2 Information:

Section 2 - Policyholder #2

Policyholder Name (Last, First, Middle)
QuickClientAdd/EditNClient Search)

Date of Birth

Employer Name

”Social Security Number
I

Employer City and State
T

|@1 Done
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Before adding a name to the form, you should search to see if that person is already in the system. You will be able to select their
name from a drop down list after searching.

2} https:/ jjolt.famcare.net, cgi-bin/genfunc.exe? FULLFUNC TION~BLANKFORM | CLIENTNUMBER (06210031 34) | F - Microsoft Internet =[]

General Client Search

Last Name:| Default these searches to include ™ [%
First Name Same as above
Client Number: {exact match)
Birth Date (Searches exact month and date, +/- 5 years)
Phone Number, {will search partial phone numbers, ALL #'s are searched)
cSelect =
Client ID MNumber:

_Search |
[Mame (click to select) |[Placement [Client Type | Quick info | Birth Date [Race |[Gender |ParentsiGuardians
A a MNew Client I
&1 pon= [ =0 = —
t.famcare.net/cgi-bin/genfunc.exe?FULLFUNCTIONBLANKFORM | CLIENTNUMBER{D621003134) | F - Microsolt Internet =& x|
Summary data refreshed
=]
Last Mame |uo"7 Default these searches toinclude *
First Mame Iis'ame as above
ClientNumber]| (exactmatch)
Birth Datel {Searches exact month and date, +-~ 5 years)
Phone Number: —(Wil\ search partial phone numbers, ALL #'s are searched)
5 :Belect j
Client D Numbers
[Name (click to select)  [Flacement [Client Type [Quick Info [ Birth Date [Race [Gender [ParentsiGuardians
|JJOLT. AD |Private  [Client [Quiick Info | [Select Race Male [Click For List
|JJOLT. ADOPTIVE  |Private  [Client [Quick Info | [Select Race [Female |Click For List
[JJOLT. Alice |Private  [Client [Quick Info [11/251988 [Native Hawaiian/Pacific Island  [Female [Click For List i
[JJOLT. Amy Marnie  [Public  |[Client [Quick Info [ 11171989 fvhite [Female |Click For List
[JJOLT. Andrewi Henry  [Private  |[Client [Quick Info [11/19A1989 fvhite IMale [Click For List
[JJOLT. Arthur Chadwick [Public — |[Client [Quick Info [12/17A987 fvhite IMale [Click For List
|JJOLT, Bozo |Private  [Client [Quick Info | 47141992 ivhite IMale [Click For List
|JJOLT. DAD |Pr|vate |C\|ent |Quwck Info | |Se|ect Race \select |Chc|< ForList
[Jiolt, Dacdy [Private [Client |Quick Infa [ 12/14/1959 [Asian IMale [Click For List
|JJOLT. Dunstan |Private  [Client [Quick Info [ 14171994 [white IMale [Click For List
[JJOLT. Happy |Private  [Client [Qick Info | [Select Race lselect [Click For List
[JJOLT. Jeniz [Public — [Client [Quick Info | 7/31988 [Asian [Femnale [Click For List
[Jiolt, Joe |Private  [Client [Quick Info | [Select Race lselect [Click For List
[JJOLT. JOHN & [Public — [Client [Quick Info | 17171989 [ivhite Male [Click For List
|JJOLT. Johnathon J |Pr|vate |C\|ent |Quwck Info| 161955 |Amer|can Indian/Alaskan Native \Male |Chck ForList
[Llalt lustin [Prhlic [~lient ik Infn [ 1i1ni1a88 hainite Ihale il Earlisr (=l
& [ (5 faneemes

After entering all of your information, you can click the save button at the bottom of the form, and then close and refresh your data.
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Emergency Action
If Emergency Action is required, you can access the form through 9J on the forms menu.

a FAMCare System (System'BASEFRAME.htm) - Microsoft Internet Explorer _ |5'|i|

File Edt View Favorites Tools Help |:,'

Dk - () - |ﬂ @ \_h|;) Search ‘ir\\'{FavnritEs @ vedia £2) [’_;. :,\; - 3

Address I(a‘l https:,l')']jcl\t.Famcare.net,l'cgi-birl,l'genfunc.exe?FULLFUNCTION?DIRECT?T‘f'PE?-DOCUMENT-??DOCUMENTDIRECT?-DISZZUDS11181333280-??[0Eﬂ Go | Links *

@Snaglt EJ

Quick Navigator: |(p|ease select) j B Summary data refreshed

LAk Cus |

[ lelr

COther Related Forms 2.
Treatment and Service Plans 3.
Detention And History 4.
Incident And Escape 5.
Care Management Track 6.
Adoption/Adoption Subsidy 7.
Case Progress Motes 8.
Iedical Information 9. A Medical Screening Assessment
Clinical Information 10, B Medication Information
Education Forms 11, C. Immunizationg
Special Education 12. D. Insurance —
Yocational Education 13, E. Physical / Psychological
Court Information hMenu 14 F.Drug Screen Results HSTATASC
Foster Care Forms 15. and ADAD
Community Based Services 16 G. Substance Abuse Assessment
Special Access to Prosecutor Menu 17, H. Bio Peycho Social Assessment
Prograrm Problem Reporting 18 | Medical / Mental Health Discharge

Training Registration / Evaluation 19, Summary
J. Emerggpcy Action

k. ClinicarCase Motes
L. Psychotropic Medication Review
M. Parental Consent Form

=l
EToene -y —

You will have the option to create a new or copy existing.

2l FAMCare System (SystemBASEFRAME.htm) - Microsoft Internet Explorer i = ]

RN T |

D=k - D - [¢] [Z] | ) seach ¢ Favortes @@Pmecia £23 |

address [{&] https /fiiolt. Famears .neticgi-bing genfune . exe ?FULLFUNC T1ON?DIREC TP TYPE?-DOCUMENT -7 ?DOCUMENTDIREC T?-06220051 1 181333280-77I10E = | Go | Links »l & snagie 1=y

[ Duick Mavigator: [(please select] == Summary data refreshed =
EMERGENCY

Edit Description

&1 tone T[S [ meemee
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After completing you information you can save by clicking the save button at the bottom of the page.

olt.famcare.net/cgi Jfgenfunc.ere?FULLFUNCTION"FORMSLIST | FORMNAME(EMERGENCY ) | TITLE( - Microsoft Internet Explorer
rFnone: |
Click for Case Motes:
Date:[11-22-2005  Time:[0s:21:27
’ B
[
L o sccorpihed [Fow g
© Cispostion ot Emergency e £l
If Hospitalized &
|Name of Hospital: | |Ph0ne. | |Attending Physician: |
|Was this hospitalization preventable? © Yes € No & NAl
Patient Status )
=¥
=
Mo signatures--newy form
Signature:
Click onyour browser's Back button to cancel this record or
Save
=l
|a Done liliréi & Internet |
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Clinical Case Note
To enter a Clinical Case Note, click on 9K from the forms menu, you will have the option to create new or copy existing.

3 FAMCare System (System'BASEFRAME.htm) - Microsoft Internet Explorer =121

File Edit Wiew Faworites Tools  Help |:,'

eBack - J - |ﬂ @ k;] | /__) Search ‘-f:( Favorites @Madia €‘3| <~ :f - J 3

Adress [{€] https:{{jjol.f amcare net/cgi-bin/genfunc. xe?FLLLFUNCTIONZDIRECT?TYPE?-DOCUMENT- TPDOCUMENTDIRECT?-06220051 L 1 81333280-77IDE ¥ | Go |Links >

(S E e

i i - | (please select
(Quick Mavigator: |(P ) IHILEkE FUs |

Other Related Forms 2.

Treatment and Service Plans 3.
Detention And History 4.

Incident And Escape 5.

Care Management Track 6.
Adoption/Adoption Subsidy 7.

Case Progress MNotes &

Medical Information 9.

Clinical Information 10.

Education Forms 11.

Special Education 12

Yocational Education 13,

Court Infarmation henu 14,

Foster Care Forms 15,

Community Based Services 16
Special Access to Prosecutar Menu 17,
FProgram Problem Reporting 18,
Training Registration / Evaluation 19,

j & Summary data refreshed

[»]a]r

A Medical Screening Assessment

B. Medication Information

C. Immunizations

D Insurance —
E. Physical f Peycholagical

F.Drug Screen Results HSTATASC
and ADAD

3. Substance Abuse Assessment
H. Bio Psycho Social Assessment

|. Medical f Mental Health Discharge
Summany

J. Emergency Action

k. Clinical frase MNotes

L. Psychotropic Medication Rewview
b, Parental Caonsent Form

=

]

Click the save button at the bottom of the form to save your information, then close and refresh your data. This will also bring you
back to summation page of Clinical Notes, to access each note click on the edit button. Please see next page for example of Clinical

Case Note Form.

[ @mtenet
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You will also be able to add a basic Case Note from the link below.

< https:/ fjjolt.famcare.net/ cgi-bin/genfunc.ene?FULLFUNCTZGN~FORMSLIST | FORMNAME(ClinicalCaseNotes - Microsoft Internet Explorer 18|
Racipiant ID (Madicaid #) ;I
Click for Case Notes:
Reason for seeing youth
B
Cbservations:
B
H
Testing:
Bl N
Evaluation:
B2
Therapist |
Ho signatures-new form
Signature |
Save | -
|@ Done l_l_ E & Internet |
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Psychotropic Medication Review

You will be able to access this form by clicking on 9L from the forms menu, once again will have the option to create new form or
copy existing.

Ej FAMCare System (System'BASEFRAME.htm) - Microsoft Internet Explorer =]

File Edt ¥iew Favorites Tools  Help |ﬂ'

Qe=x - ) - [x] & o | ) search ' Favarites @A Media €¢3| - ; - 33

Address [&] herps:/inole. Fameare netjcgi-binjgenfune. exe?FULLFUMC TION?DIRECT 2 TYPE?-DOCUMENT-7?DOCUMENTDIRECT?-06220051 1 181333280-7710E = | Go | Links >

&snaglt 1=

| Guick Mavigator: [(please select) == Summary data refreshed ~
Case Progress MNotes & [
Fdedical Information 2. A Medical Screening Assessment
Clinical Information 10, B. Medication Information
Education Forms 171. C. Immunizations
Special Education 12, D. Insurance
wocational Education 12, E. Physical f Psychological
Court Information kMenu 14, F.Drug Screen Results HSTATASC
Foster Care Forms 15, and ADAD
Community Based Services 16, ©. Substance Abuse Assessment
Special Access to Prosecutor Menu 17. H. Bio Fsycho Social Assessment
Program Problem Reporting 15, | Medical f Mental Health Discharge

Training Registration / Evaluation 19, ST .
J. Emergency Action

K. Clinical Case MNotes
L. Psychotrppic Medication Rewview
M. Parental<lonsent Form

=
=0 —

It.famcare.net,/c /genfunc.exe?FULLFUNCTION~FORMSLIST | FORMNAME{medicationPsychok - Microsoft Intern: |7 x|

=]

JJOLT, Janie 0621003134

Date;l11—22—2005
Case Name: JJOLT, Janie Case Number: 0621003134

Current
Placement:

Wing/Pod:

Date Admitted:

Birthdate: Ti311988 [%
Gender: Female

Click for Case Motes:

hWedication/Prescription Date Prescribed Diate Discontinued
|F’Iease Select j

Drate of Review: |

[bype and press enter)
Click Here to Add Someons to the List

Date Lab Work Completed |

Type of Lab Work: |Please Select =l

Reviewad By:

Mo signatures--newy form
Signature:

Click onwour browser's Back button to cancel this record or L

Sa\:el Schedule | Delete | =

EToe Y T —
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Parental Consent Form

Select 9M from the forms menu to access the Parental Consent Form, you can either create new or copy existing.

“Zj FAMCare System {System'BASEFRAME.htm) - Microsoft Internet Explorer =1=]]]
Bile  Edit ¥iew Favorites  Tools  Help | A
ek - ) - [x] (2] “m | ) search ¢ Faverites @ Media £2) | k= - )%
Address [@&] hrtps: /il Famcare. net/fegi-bingenfune. exe?FLULLFUNC TION?DIREC T 7T ¥PE?-DOCUMENT-2?DOCUMENTDIR ECT?-06220051 1181 333280-7710E = | Go | Links > | &¥snaglt =
(Guick Mavigator: | (please select) j =l = Surmmary data refreshed =
Incident And Escape 5 =
Care Management Track 6
Adoption/Adoption Subsidy 7
Casze Progress MNotes 8.
Medical Information 9. A. Medical Screening Assessment
Clinical Information 10, B. Medication Information
Education Forms 11. C. Immunizations
Special Education 12. D. Insurance
Wocational Education 12, E. Physical f Psychological
Court Information MMenu 14, F. Drug Screen Results HSTAMASC
Foster Care Forms 15, and ADAD
Community Based Services 16. &. Substance Abuse Assessment
Special Access ta Prosecutar Wenu 17, H. Bio Psycho Social Assessment
Prodgram Problem Reporting 18, | Medical / Mental Health Discharge
Training Registration f Evaluation 19 Summary
J. Emergency Action
K. Clinical Case MNotes
L. Psychotropic Medication Rewiew
. Parental Comse%Form
=l
&] Done [ [ & [#@ intermet I
jolt_famcare.net /cgi-bin/genfunc.exe? FULLFUNCTION" FORMSLIST | FORMNAME{MedicationParentt - Microsoft Internel == =]
Parental Consent Form
JJOLT, Janie 0621003134
Date:|11-22-2005
Case Name: JJOLT, Janie Case Number: 0621003134
Current
Placement:
Wing/Pod:
Date Admitted:
Birthdate: TI31988
Gender: Female
Click for Case Motes:
Date Requested from Farent 1: |
Date Requested from Farent 2 | [%
Date Parental Consent Received: |
Received From Whom |
Mo signatures--new form
Signature:
Click an your browser's Back button to cancel this record or
Save |  Schedule | | Delete |
|
|&] pone [ |2 [ mkernet i
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How to Search For and Create a Case Record

This will be the main screen you see when you sign on. This is a client specific program and you must search for your youth first
before you add a new record. How to properly search for a youth is outlined below. This will help to prevent entry of duplicate case

records.

; JJOLT Training - Microsoft Internet Explorer provided by FlA-Met IE 5.5 5P2 gt

JEiIe Edit “iew Favorites Tools Help ‘

J@.*-@ﬁ@@@%v@.

Back Fanarnd Stop  Refresh  Home Search Favontes  History M ail Print Edit

J.i\gldless I@ hittp: £ fialttraining. fFameare. netd j @ Go |J Links *

(Quick Mawigator: | [please select) j

Juvenile Justice Online Technology, Family Independence
Agency, State of Michigan

[» 1]

Client Search

Last MNarme: |14

iwildcards ™ ok)
First Name: | (wildcards ™ of)
{
{

Client Number: | exact match)

Birth Date: | Searches exact month and
date, +- 5 years)

Search JJOLT Server | Search Demographics Server |

IName {click to [ JCiient | Quick | Bifteenlo oo i

] Done |_|_|Q Intemnet I

To generate a list of Clients using the “Quick Client Access” section, select a field (preferably Last Name) and type the first few
characters that are known, then add an asterisk (*), which is a wild card (for example Ja*). First select the Search JJIS Server Button.
If you still do not see the client that you are searching for, then select the Search Demographic Server Button, This will produce a list
of Clients that have those characters in common. Please search for, as few parameters as possible, do not type in full name. This
will insure that we are not creating duplicate records. This is very important when we have clients that have difficult Spelled names, or
we have 2 kids with the same name, but different birth dates etc... When you get the screen that lists all the records, you can see
which clients are “active,” which are “enrolled” etc.
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If you are still unable to find the client that you are searching for, please follow the steps listed below for creating a new case
record

] FAMCare System - Microsoft Internet Explorer provided by FIA-Net IE 5.5 SP2 gt

JEMe Edit “iew Favortes Tools Help ‘

L =
s Q9 = @ B a9 5.
Back  Fomwed Stop  Refresh  Home | Seach Favortes Histoy | Mal  Pint  Edt
Address [&] hitps: /ol famcare net/secureinder i =] @t || ks
Quick Mawvigator: |(p\ease select) j

Last Name: | {wildcards * ok) |
First Name: (wildcards * of)
Client Number: {exact match)
(

Searches exact month and

Birth Date:
date, +/- 5 years)
Search JIOLT Server | Search Demographics Senver |
MName (click to Client Quick Birth
select) Placement Type Info Date S5M Race (Gender |Parents/Guardians
MNew Client
Local Administration %
S
(%]
Enter Provider Grid Daily Expected Wacancies | = ".?t
|€] Dore | Intemet
g start| FGroupwise -Maibox | B Mizrosolt ward | E1HOLT Traning - Micto... [ ETFAMCare System>_ |N T B ® 5208m

Click on the New Client button located at the bottom of the above screen: This will bring up a Client
Demographic screen, please see below.

2 FAMCare System - Microsoft Intemet Explorer provided by FIA-Net IE 5.5 SP2 gt MEE|
FEile Edit ¥iew Favortes Tools Help ‘

S s R A T = B I IR ER A B

Back  fuvad  Slop  Refesh Home | Seach Favoiles Histoy | Mal  Fint  Edt
[ Address [ hitps. ok famcare. net/secureindex him =] @6a
J v| j Zseach | ) Block Popups . Zoom ¥
J Links Y400 for Brosdband ] FAMCars System
\Quick Mavigator: | (please select) =l
Initial Setup of Client And [

Demographic Information

0621003134

Record Created [3/26/2003

Status [Active =
Client | @

Foster
Candidate

Adoption

Status Candidate
Provider| ™

‘ Date Enrolled ‘ [es28/2003

Creating l—
Adency, |-=2001 2356 Admin Master

Data Server. 062
[ FAMCare # 0621003134

Last [JJOLT

&) Done (3 [ ntemet
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Creating a Client Record

To create a new record, you must place a check mark in the client box. The required fields are the client’s first and last name,
gender, race and legal status. The system will automatically generate a Client Number that is unique to this new client.
At the Initial Setup of Client and Demographic Information screen, also begin to add current address, phone numbers, identifying case
numbers (FIA, JAIS, and SWSS), weight, height, hair and eye color, social security number, race, religion, ethnicity, language, and
any additional information that you have. You may also add client and family history, if known.

After you have entered all of the above information, sign the form with your password, and save it. Always read your full screen and

make sure that you scroll down to the bottom of each screen. Often, you will get a message to “click here to refresh”; that is

the way your master record is updated. This screen says please wait while the form loads.

This brings up the “Intake Record” screen automatically. Since this form is so large, up to 10 seconds are needed for it to load. At
this time, more data can be entered regarding client demographics, referral information, more of the client’s legal, personal and family

information, as well as history.

3 FAMCare System - Microsoft Internet Explorer provided by FIA-Net IE 5.5 SP2 gt

JF\Ie Edit %iew Fawvorites Tools Help |ﬁ

J 5 . @ [F o @ & I B9 .
Back Farward! Stop  Refresh  Home Search Fawarites  History 1zl Frirt. Edit
JAddress I@ hitps: /jolt.famcare. net/secureindes. htm j 6) Go
J v| J = Search | ) Block Popups & Zoom
J Links ADL for Broadband @ FAbdCare System
Quick Navigator: I(please select) =
T Reference Information ;I |
School Information
Other Information
Linked Forms
Creation Current Risk Current Security L )
Date: Level & Date Level & Date Committing Offense
4/21/2003 |Moderate | [12/15/2003 Low [1/3/2005
Name Janie JJOLT
D Client
0621003134
Mumkber
AlCAs Laney
Personal Daée”fg 71311988 (16 years, 7 months)
Gender Female
Heightit. 5' 8", 115 Ibs.
Bulld - gjender - Fair
Caomplexion
Haii/Eye brown [ Hazel
Calor
SSN
Race Asian
Ethnicity Caucasian
Religion Hinduism =

(3]

’_ E | Internet

After creating a case record, it will automatically enroll your client to the top parent provider.

NOTE: Always make sure you also maximize the screen you are working on, this will ensure that you do not X out of your
main screen, or close a form that you are working on without saving the information first.
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Care Management Track

SECOND: In the future you will add a Care Management Track for all youth other than those being referred to JJAU. Any Foster
Care, SIL or Community Based program used must be tracked here. The JJAU will currently do this section for those going to low,
medium, or high secure facilities. This is the main section relating to the activities required for a youth. The “Care Management
Track Authorization Request” is an interactive form used by BJJ requesting any community-based program, a residential program, or
by the JJAU for reviewing the record and placement of youth.

We will just briefly explain to you how the form works. From the “Intake Record” click to access CMT change/add Function “

; FAMCare System - Microsoft Internet Explorer provided by FlA-Met IE 5.5 5P2 gt
. =" i
& = 02 N B G @ B S F . o
Back. Famward Stop  Refresh  Home Search Favortes  Histary hdail Pritt Edit IC0 Lite
J File Edit ¥iew Fgvorites Tools Help
J Address I@ httpz: Ajiolt. farmcare. net/secureindes tm j @ Go |J Links *
J ISEARCH| vl J CGearch | &) Elock Popups & Zoom
Quick Mawigator: | (please select) =
enrolled T
| d|senroll | ) | | |
| 10752004 [Enrollment | (C5890044444 Court Master Provider or SCACQ

Click to access CMT ChangefAdd Function

CMT Authorization Status Refresh Status J
|Edit |Statu5 | Date Reviewed|CMO |Provider |CMT | Start Date| Stop Date
Edit ||Active |C5990044444 |CE500201270 |07B-37C | 10/6/2004| 12/31/2099
Provider Placements Click here to add Refresh Status
Fdir|Primar\x|vaider ‘Numher ‘Wim ‘R’mm‘ Admisﬁsign| Reltiase |I OIQ’_‘ILI
4 b
& I_E|Q Intemnet I

When the CMT form appears, follow the instructions listed on the next page.
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2§ http://jjolt famcare.net,/cgi-bin,/genfunc.exe?FULLFUNCTION~BLANKFORM | FORMNAME(Summation]ICMTRequ - Microsoft Internet Explorer

_|=| x|

Help =l
Pear, Bradford #0010000779
Date of Birth/4ge: 8/15/1984 / 16 years, 8 months JAIS Casett 0010000779
Black Family Development .
“ Enroliment 12/14/2000 0001 et
Primary Provider: Black Family Development: 0001 Court ID# ci CourtlD#
Case Manager: VWelby, Marcus (MD) san: 1001-14-2000
Legal status: 47 OTI Delinquent (Through Interstate) Fia case# clientmfiacase#
Highest Aggravated Assault - 403 ennsition Data
Adjudicated Offense: §/41/2001 4 Disposition Date: 12/15/2000
Initial Detention Level: (Initial Level Detention Assignment) JAC Registration Date:
CMT / Intervention Option ( - ) Cornmitting County: 827 Wayne
Risk Level: High - 5/9/2001 Security Leval: High - 5/9/2001
| Action Requested: [Select =l
Date of CMT Request: |05-09-2001
Implementation Date:
Termination Date:
Detention Level: ||: (Please select) =]
cMo CMTR ted: |: (Pl lect =l e
Authorization equested: ||: (Please select)
Request Intervention Option: =l
Primary Provider Nf‘Aﬂ(se\eot Intervention Option prior to selecting this field)
Wying/Bldg | Room#|
CMO Requested By: |randy-harmon  0001: Black Family Development
| |l‘ Check here to notify the JAC via e-mail webmaster@techres.com
| Comments: | =
Review Date:
Reviewed By:
JAC e T =
@] Done [ [a mtermet
Bstart||| 2 @ 5 B || Blirbox - Mierosof.. | Byt | ety patroit Feb .| Elaam Feb 2001 .| &Famcare Syste.. ||@http://jjolt.fa... J:BAEEY a0sPm

9. Action Requested = Change of CMT and/or Treatment Option or Initial Treatment or Detention CMT if this is a first time
placement

10. Implementation Date = Date the Service is to begin (Admission Date)

11. Termination Date leave blank.

12. Detention level —Leave blank/ or 03A Secure Residential Detention

13. CMT Requested = choose the appropriate action i.e. Closed Medium Residential

14. Intervention Option = Choose the appropriate response i.e. Sex Offender Treatment

15. Only the Primary Providers who have that type of programming will be among the choices i.e. Adrian, Summit Center, etc.

16. Authorization status is Active And Approved

17. Sign, Save and Refresh

This will also now automatically update the Placement History when you ‘refresh’ that section. As a provider it
will be your responsibility to inform the JJAU when you admit a youth into your facility. They will adjust the CMT and you
will then have access to the complete case record
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How to Search For and Create a Case Record for Detention

This will be the main screen you see when you sign on. This is a client specific program and you must search for your youth first
before you add a new record. How to properly search for a youth is outlined below. This will help to prevent entry of duplicate case
records.

; JJOLT Training - Microsoft Internet Explorer provided by FlA-Met IE 5.5 5P2 gt

JEiIe Edit “iew Favorites Tools Help ‘

J@.#-@ﬁ@@@%v@.

Back Fanarnd Stop  Refresh  Home Search Favontes  History M ail Print Edit
J.i\gldless I@ hittp: £ fialttraining. fFameare. netd j @ Go |J Links *

(Quick Mawigator: | [please select) j

[» 1]

Juvenile Justice Online Technology, Family Independence
Agency, State of Michigan

Client Search

Last Name: [Ja4 {wildcards * ok)
First Name: | (wildcards ™ of) i
Client Mumber: | (exact match)
Birth Date: | (Searches exact month and
date, +- 5 years)
Search JJOLT Server | Search Demographics Server |
Narne (clickto  Jmionn.. JCiient | Quick | Bithlccuiln oo e e

] Done |_|_|Q Intemnet I

To generate a list of Clients using the “Quick Client Access” section, select a field (preferably Last Name) and type the first few
characters that are known, then add an asterisk (*), which is a wild card (for example Ja*). First select the Search JJIS Server Button.
If you still do not see the client that you are searching for, then select the Search Demographic Server Button, This will produce a list
of Clients that have those characters in common. Please search for, as few parameters as possible, do not type in full name. This
will insure that we are not creating duplicate records. This is very important when we have clients that have difficult spelled names, or
we have 2 kids with the same name, but different birth dates etc... When you get the screen that lists all the records, you can see
which clients are “active,” which are “enrolled” etc...

If you are still unable to find the client that you are searching for, please follow the steps listed below for creating a new case
record
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3 FAMCare System - Microsoft Internet Explorer provided by FlA-Net IE 5.5 5P2 gt

J File Edit “iew Fawortes Tools Help
SR 2 RE A = BRNE- R B 5 S B
Back Farirs ard Stop  Refresh  Home Search Favortez  Hiztory b ail Print Edit
JAgdress I@ hitps: Ajjolt.famcare. net/secureindex. htm j @Go |J Links
Cuick Navigator: |(p|ease select) =l
Last Mame: | {wildcards * ok) 2l |35
First Name: | {wildcards * of) '
Client Mumber: | {exact match) &
Birth Date: | [Searches exact month and &
date, +& 5 years)
5]
Search JJOLT Server | Search Demographics Server |
Mame (click to Client Quick Eirth ]
select) ‘Placement Type ‘ i ‘ Date ‘SSN Race |Gender Parents/Guardians
Mew Client | =
Local Administration | %
d
o
Enter Provider Grid Daily Expected Wacancies | ;l .%-
|&] Dore |_|—|2|_|Q Interet

iﬂSlartI @GroupWise-MailboH | 3 Microsoft Word

| ] OLT Training - Micra... ||@Fnuca.e System - |N Y% g20aM

Click on the New Client button located at the bottom of the above screen. This will bring up a Client Demographic screen,

please see below.

Creating a Client Record

To create a new record, you must place a check mark in the client box. The required fields are the client’s first and last name,
gender, race and legal status. You can also add the social security number if known. The system will automatically generate a Client

Number that is unique to this new client.

At the Initial Setup of Client and Demographic Information screen, also begin to add current address, phone numbers, identifying case
numbers (FIA, JAIS, and SWSS), weight, height, hair and eye color, social security number, race, religion, ethnicity, language, and
any additional information that you have. You may also add client and family history, if known.
After you have entered all of the above information, save your form. Always read your full screen and make sure that you scroll
down to the bottom of each screen. Often, you will get a message to “click here to refresh”; that is the way your master record

is updated. This screen says please wait while the form loads.

3 FaMCare Systom —bicrosolt Intemet Evplore provided by A Wat IE 555P2gt ————— —— EEE]
File Edit ¥iew Favortes Tools Help ‘
= s D a | @ BB g o
Back Forad Stop  Refiesh  Home | Seaich Favoites Histoy | Mal  Pint  Edt
Addiess [€] https: /iclt famoare. net/secureinder him =] @Be
= ~] =seach | @ Block Popups  Zoom ~
Links ZEHA0L for Brosdband &1 FAMCare System
Quick Navigator: [ (please select) =
Initial Setup of Client And =
Demographic information
0621003134
Record Created [3/26/2003
Status [Actve =l
Client| @
Foster
Candidate
Adoption
Status Candidate
Provider |
Date Enrolled | [2/28/2003
irg:ﬁsf C5880012356 Adrin Master
Data Server: 062
FAMCare # 0621003134
. . Last|[JJOLT
Juvenile Justic | o 51
@] Done [ /& & Intemet




This brings up the “Intake Record” screen automatically. Since this form is so large, up to 10 seconds are needed for it to load. At
this time, more data can be entered regarding client demographics, referral information, more of the client’s legal, personal and family

information, as well as history.

4§ FAMCare Spstem - Microsoft Internet Explorer provided by FIA-Net IE 5.5 SP2 gt

JF\|E Edit ¥iew Favorites Tools Help |ﬁ

- AT RN - £ -
Eack [armward! Stop  Refresh  Home Search Favartes  Histary il Print Edit
J Address I@ hitpz: / fjiolt.famcare. net/secureindes. htm j @ Go
J Vl J ;aSEarch | 73 Block Popups  # Zoom
J Links ADL for Broadband @ F&MCare Spstem
Quick Mavigator: | (please select) =l
Demographics |a]
Intake Record Family Information
Placements and Enrollment
DHS / BJJ Physical Characteristics
Reference Inforrmation
School Information
Other Information
Linked Forms
Creation Current Risk Current Security o _
Date: Level & Date Level & Date Committing Cffense:
4/21/2003 |Moderatz  f12/15/2003 Low [1/372005
MName Janie JJOLT
Dokelehl Client
0621003134
MNumber
AKAs Laney
L Date 9771311988 (16 years, 7 months)
Gender Male
Heighti\nt. &' 6" , 123 Ibs.
Uil Slender - Fair
Complexion
IR Blonde | Hazel
Color
SSN
—— ' =
|@ Flgla Intermnet

After creating a case record, it will automatically enroll your client to the top parent provider.

NOTE: Always make sure you also maximize the screen you are working on, this will ensure that you do not X out of your
main screen, or close a form that you are working on without saving the information first.
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Care Management Track

SECOND: In the future you will add a Care Management Track for all youth other than those being referred to JJAU. Any Foster
Care, SIL or Community Based program used must be tracked here. The JJAU will currently do this section for those going to low,
medium, or high secure facilities. This is the main section relating to the activities required for a youth. The “Care Management
Track Authorization Request” is an interactive form used by BJJ requesting any community-based program, a residential program, or
by the JJAU for reviewing the record and placement of youth.

We will just briefly explain to you how the form works. From the “Intake Record” click to access CMT change/add Function

; FAMCare Spstem - Microsoft Internet Explorer provided by FlA-Met IE 5.5 S5P2 gt

.5 0D B oo @ @S B9 F . o

Back FErriwarnd Stop  Refresh  Home Search Faworites  Histary b il Print Edit ICQ Lite
J File Edit Yiew Fgvartes Tools Help
J Address I@ httpz:/djjolt fFarmcare. net/secureindes. hitm j ﬁﬁo |J Links **
J ISEARCH| v| J 2 Bearch | &) Block Popups  # Zoom

| digenrol)[eMTOeA) | |

[10/5/2004)| [Enrolment | (CS990044444 Court Master Provider or SCAQ

Duick Mavigator: I (please select) j S”mm%
An[n

Click to access CMT ChangefAdd Function

CMT Authorization Status Refresh Status J
[Edit [Status | Date Reviewed CMO Provider CMT | StartDate| Stop Date
Edit |Active (C3900044444  [CE500201270 |07B-37C | 10/6/2004| 12/31/2099
Provider Placements Click here to add Refresh Status
{:dir|Primar\r|vaider Mumber ‘Wim ‘Rnnm‘ Admisﬂsiqn| Rele;as.e |I Olq_‘lll
4 4
|@ |_|E_|Q Internet I

When the CMT form appears, follow the instructions listed on the next page.
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2§ http://jjolt famcare.net /cgi-bin,/genfunc.exe?FULLFUNCTION~BLANKFORM | FORMNAME(Summation]ICMTRequ - Microsoft Internet Explorer

_|=| x|

Help |
Pear, Bradford #0010000779
Date of Bith/4ge: 8/15/1984 / 16 years, 8 months JAIS Casett 0010000779
Black Family Development .
“ Enroliment 12/14/2000 0001 et
Primary Provider: Black Family Development: 0001 Court ID# ci CourtlD#
Case Manager: VWelby, Marcus (MD) san: 1001-14-2000
Legal Status: 47 OTI Delinquent (Through Interstate) Fia case# clientmfiacase#
Highest Aggravated Assault - 403 ennsition Data
Adjudicated Offense: §/41/2001 4 Disposition Date: 12/15/2000
Initial Detention Level: (Initial Level Detention Assignment) JAC Registration Date:
CMT / Intervention Option ( - ) Cornmitting County: 827 Wayne
Risk Level: High - 5/9/2001 Security Leval: High - 5/9/2001
| Action Requested: [Select =l
Date of CMT Request: |05-09-2001
Implementation Date:
Termination Date:
Detention Level: ||: (Please select) =]
cMo CMTR ted: |: (Pl lect =l e
Authorization equested: ||: (Please select)
Request Intervention Option: =l
Primary Provider Nf‘Aﬂ(se\eot Intervention Option prior to selecting this field)
Wying/Bldg | Room#|
CMO Requested By: |randy-harmon  0001: Black Family Development
| |l‘ Check here to notify the JAC via e-mail webmaster@techres.com
| Comments: | =
Review Date:
Reviewed By:
JAC e T =
@] Done [ [ e internet
Bstart||| 2 @ 5 @ || Blirbox - Mierosof.. | Byt | ety patroit Feb .| Elaam Feb 2001 .| &Famcare Syste.. ||@http://jjolt.fa... J:BAEEY a0sPm

18. Action Requested = Initial Detention CMT if this is a first time placement or Subsequent Detention each time after

19. Implementation Date = Date the Service is to begin (Admission Date)
20. Termination Date = 12/31/2099
21. Detention level = Secure Residential Detention

22. CMT Requested = choose the appropriate action i.e. Residential High Security

23. Intervention Option = Choose the appropriate response i.e. Short Term Detention

24. Only the Primary Providers who have that type of programming will be among the choices i.e. Shawano, Washtenaw County

Detention, GVRC (County), Monroe County Detention, etc.
25. Authorization status is Active And Approved
26. Sign, Save and Refresh

This will also now automatically update the Placement History when you ‘refresh’ that section
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Department of Human Services

Juvenile Justice On-line Technology
JJIS

Training Manual
FOR RESIDENTIAL FACILITY STAFF

Department of Human Services
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Client Management Session
4.0 Hours
Objectives:

To ensure the operator can log on to JJIS and knows how to change passwords
To ensure the operator knows how to log off of JJIS

To give the operator an overview of the Client Menu

To ensure the operator knows some of the key forms in JJIS

Content Overview

SESSION |

Pre-Logon Basics

Logon and Basic Navigation
Intake and Enrollment

SESSION 11

Assessments and Treatment Plans
Incident and Escape

Education and Special Education
Q&A

Juvenile Justice Information System Manuals

56



Start/Programs/Internet Explorer E-mail address; DHS-Project]JOLT@michigan.gov
Address: HTTP:/FAMCAREACCESS.COM/JJIOLT
Help site: www.michigan.gov/dhs click on Juvenile Justice

The screen below is the sign-on screen for JJIS for DHS. Place your cursor on the line that states “Click here to sign on to Logon

JJIS” and press the left button on the mouse or hit the “Enter” button on the keyboard.

/) FAMCare System - Microsoft Internet Explorer =E
File Edit ‘Wiew Favorites Tools  Help |
@ Back - J - |ﬂ @ _ ;\] ‘ /'__] Search Mj"\'\/ Favarites @ Media {‘3 ‘ = k?_ - I ':‘i
Address I@ https: fijjalt. Famcare.netjinds::. htm j Go | Links @Snaglt [
/ T
JJOLT.FAMCare.Net
is now only available via secure access.
Please change your login procedure to load
hitp A FAMCaredccess. Com/JTOLT
This site directs your browser to the primary secured JTOLT site.
In the event the prunary site 15 unavailable, this nk will direct you to the
Whrror site. The mitror site 15 kept current in real tune. Any changes [ additions you
make on the mirror site are automatically posted back to the live site when it becomes available.
PLEASE WOTE: Loggmg mto the mnror site is a manual process. If'the live site becomes disabled
while you are logged in, you will have to disconnect from that site and log in again
using the link shown abowe That link will prompt vou to login to the
mirror stte. Y ou will remain logged into the mirror site
until you log out.
[&] pane l_l_lg i Internet

This brings up the sign-on screen, as well as a gray screen that contains the “Redistributable Code Agreement.” Click on the “web
address” on that screen, which will then leave the sign-on screen, as shown below.
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http://famcareaccess.com/JJOLT
http://jjolthelp.famcare.net/

<@} FAMCare System - Microsoft Internet Explorer _=2] =]

File Edit ‘Wiew Favorites Tools  Help | .'!'l
@ Back ~ -J - |ﬂ @ h /.._] Search ‘E:"\'(-‘ Favorites -@Media e} ‘ - :?_ - _J ':’i
Address Iﬁ:l hkkps: fyjiolk. Famcare. netisecureinde:x . him j Go |Links ¥ QSHEG“ =

FAMCare®

NT Service: Major.Minor.Revision: 12.0.175

Serial number for this site: 062 Juvenile Justice Online Technology, Department of Human Services, State of Michigan
935 out of 1650 user licenses allowed

Help

ser|D | Sign-on to the Client Management System
Password | Maote: User ID and Password are case sensitive

If this is your first time accessing the systemn, you must change the password you were

initially assigned. Your new password MUST be alphanumeric and at least six characters
long.

Mew Password | Yol can change your password at any time (leave blank not to change).

Confirm new password |

FAMCare® is a Registered Trademark of
Global Wision Technologies, LLT - St Louis, MO - Al rights reserved.

Erowser Tips

[&] pane ’_ ’_ E | Internet I

From this sign on screen, enter your user name (First-Last) and initial password you are given (123456), then go down to “New
Password” and create your new password. Confirm it, then click on the “Logon” button. This will produce the main master session
menu (next page). DO NOT CLICK ON LOGON UNTIL YOU CREATE YOUR NEW PASSWORD. YOU MUST CREATE
YOUR OWN UNIQUE PASSWORD THE FIRST TIME YOU SIGN IN. ALPHANUMERIC, AT LEAST 2 LETTERS OR
NUMBERS!

You will then get a message that your password has been successfully saved. Click to continue. You will get a message every 2
months to update/change your password.
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This will be the main screen you see when you sign on. This is a client specific program and you must search for your youth first
before you can just add a new record.

3 FAMCare System - Microsoft Internet Explorer — &1 x]
File Edit ‘Wiew Faworites Tools  Help | 'E.
r L. ' i ; L =
@ Back = | ) - @ @ \’_:j p Search ‘*z,\f’ Favorites e Media @ ‘ B - (=] - .‘3
Address I@ htbps: fijjolt. Famcare. netisecureindex. htm j G0 ‘ Lirnks > @Snaglt [}

Cuick Mawgator: (please selact)

| v

Juvenile Justice Online Technology, Department of Human Services, State of

Michigan
Client Search ke
Last MName: | (wildcards * ok)
First Name: | (wildcards * ok)
Client Number: | (exact match)
Birth Date: | (Searches exact month and date, +- 5 years)

Search JJOLT Server |

IName (click ta select) Placement |Client Type | QuickInfo | Birth Date|SSN |Race [Gender [ParentsiGuardians

Mew Client |

Local Administration

Enter Provider Grid Daily Expected Yacancies
[&] pore l_ l_ E |4 Inkernet I

To generate a list of Clients using the “Quick Client Access” section, select a field (preferably Last Name) and type the first few
characters that are known, then add an asterisk (*), which is a wild card (for example Ja*). First select the Search JJIS Server Button.
This will produce a list of Clients that have those characters in common. Please search for, as few parameters as possible,(Please
do not type in full name). This will insure that we are not creating duplicate records. This is very important when we have clients that
have difficult spelled names, or we have 2 kids with the same name, but different birth dates etc... When you get the screen that lists
all the records, you can see which clients are “active,” which are “enrolled” etc...

If you do not see the client on the list, this means that you need to do another search using fewer parameters (again search only
for a few letters in last name only). You should never be assigned a youth that is not already in the system, if you can still not
find a youth, contact the JJIS Help Desk.
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To access a specific Client, click on the Client’s Name. Check to make sure this is the same youth you are looking for by viewing the
Date of Birth/SSN if available. If it is correct, this will bring up this youth’s record and you can begin to add updated information.

Clicking the “Client’s Name” brings up this “Forms Menu”.

JOLT Training - Microsoft Internet Explorer provided by FIA-Met IE 5.5 SP2 gt

JEiIe Edit “iew Faworites Tools Help

< - e - RS R =
Back Fanwarnd Stop Refresh Home Search Fawvorites  History (ET Print E dit
J Address I@ http: Adiclttraining. famcare. net/ LI © Go |J Links **
Cuick Mavigator: | (please select) =1 Summary data =
date, +i- o years) =

| Search JJOLT Serser i Search Demographics Serser I

RizEmS (el |Placement Cliehi || @uick ‘ Birth Date ‘SSN |Race ‘Gender ‘Parentsf@uardians

to select) Type Info

Braxton Qlichks 234-56- |Black (Mon- E

Toni FPublic ‘Chent Info ‘6:“]5;‘] 965 ‘?899 |Hispanic) ‘Female ‘Chcl—( Forlist

Brocks Public Client || <UCE | 74311950 White Male |Click ForList

Sarth T [Isiie]

Brown Public Client | Suick Select Race |Female |Click For | ist

Carol Info

Mew Client I
Local Administration | Ll

|&] Done l_l_le Internet I]

; FAMCare Spstem [System\BASEFRAME . htm] - Microsoft Internet Explorer provided by FlA-Het IE 5.5 5P2 gt

Q & 3 B 9 .

el e | A
Back FErriwarnd Stop  Refresh  Home Search Faworites  Histary b il Print Edit

J File Edit “iew Favortes Tools Help
Jf—‘«ddress |@ CUMENT-7?D0CUMENT DIRECT 7-06220041 0270857270 7AIDEM TIFIER -7 7 TABLEMAME Froject anager-77END 7| @ Ga |J Links *

[ISEARCH] v| j 5each | &) Block Popups &, Zoom
Quick Navigator: | (please select) = ﬂ_dl_l_hlj
o to Scheduler JJOLT, Janie - 06821003134 Click for Header Screen cickfor case Hotes Click for Client Task =
Appt.

Juveniie Justice Online Technoiogy, Family Independence Agency, State of Michigan
Testing mode, using W_ folders

This client has no
Adjudicated Offenses in
the system. Please add the

Intake Forms 1) A Client Intale / Summary
Other Related Forms 2. B, Complaint

Care Management Track &,
Adoption/Adoption Subsidy 7.
Case Progress MNotes 8.
Medical Information 9.
Clinical Inforrmation 10,

F. Court Information

>. Offense History

H. Contacts

|. Case Motes

J. Immediate and Significant

Blmmoalm 5™ mam imm -

Treatment and Service Plans 3. C. Acceptance Motice
. : . offenses A.S.AP.
Detention And History 4. D, Option Mo Longer Meeded Next Treatmant Plan Due
Incident And Escape 5. E. Provider Placements and Dates  gn 0812512004

Next Service Plan Due on
021272004
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Client Intake Summary (Menu Option 1-A)

Forms Menu

The top of the page contains the Client’s system-assigned number as well as name. The forms are organized into categories. To open
a form, select the category on the left column and then click on it, which generates another list of forms. As each form is built, it
automatically populates other required forms for this same Client.

There are detailed “Help” screens that walk a user through the Client record building process. Select the proper “Go” button for the
necessary help.

Quick Navigator

At the top of the main screen you will also see a “Quick Navigator” bar. Clicking on the field produces a small dropdown menu of the
different areas for which the user has been granted access. This allows to more efficient movement around the system to avoid
backing out of various screens to reach the main menu. You can return to the “Client Menu” screen to find another client, or you can
go to the Main Forms menu for the client you are currently working on, or you can Log Off the system. If you see this Quick
Navigator you always know you are in the main screen, and this is how you move around the system. Do not use the X button
at the top right hand side of your screen to close out, This will take you out of the system, and you must start all over, and you
may lose information you were working on. The same is true for the ‘Back’ button, you may not save the information you
were working on. Get in the habit of using the Navigator.

If you accidentally X out of the system, you will have to log back in to JJIS, sign in again, restate your password, and search
for the youth record that you were working on.

As you are working in the system, often you will be adding information to “Forms within Forms”. Look for your Quick Navigator, if
you do not see it you can use the X button to close out of that particular form.

Any time you add information to a form, you must SAVE, and then follow your screen buttons to refresh, If you are just viewing a
form you can X out of it if you have not added any information.
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Building a Client Record
The “Client Intake / Summary,” form 1A continues for many pages. It is the critical form for entry into the system.

; FAMCare Spstem [System\BASEFRAME . htm] - Microsoft Internet Explorer provided by FlA-Het IE 5.5 5P2 gt

& .= D B A la @ 3B a3 3. ‘

Back FErriwarnd Stop  Refresh  Home Search Faworites  Histary b il Print Edit
File Edit “iew Favortes Tools Help

JAddress I@ CUMENT-??DOCUMENTDIRECT ?-05220041 0270857 270-7?IDENTIFIER?--? P TABLENAME ?-Projecttd anager- 7 7END J @ Go |J Links *

[ISEARCH] vl J CGearch | &) Elock Popups & Zoom
Quicle Nangator;l(please select) = Kl |_>|:I
[4721 2003 [Moderate | [12/15/2003 Low =l

Click for Case Notes:

Legal Status: State Ward Delinquent (ACT 150} Click Here To Change

Name Name Janie JJOLT
Client Number 0621003134
326/2003 Al As Laney
Lives with: MOM JJOLT
Domicile Address:
[Click to Change) Relation Type BM Biological Mother
Fhone
Date of Birth 7131988 { 16 years, 3 months)
Gender Male
Personal

HeightWt. 5' 6", 125 lbs

d ’ ' | o
[&]

l_ E |4 Intemet

Note at the top of the form the Client’s current Security and Risk Levels. These are pre-populated from risk assessments. There is
also a box with the “Client’s Highest Adjudicated Offense,” which is pre-populated from “Offense History.”

The top of the “Intake Record” form also shows links to various sections of the form, which are just shortcuts vs. scrolling down the
page. The “Intake Record” also contains links to several other screens that supplement the basic Intake form.
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Other Links on the “Intake Record”

Other links are described below, which allow for more complete data entry during the Intake process. These screens can also be
accessed later through the “Forms Menu.”

Regarding all the items in this section, once input is complete, click on “Save” to save the input or the “Back” button on the
browser menu to cancel the input. An option exists on the “Save Confirmation” screen to also print out a hard copy of the record.
Completion of this task and hitting the appropriate button on the “Save Confirmation™ screen will take the user back to the
“Forms Menu” for that Client.

Parent/Guardian Information or Contacts

The “Parent/Guardian Information” link provides significant information regarding all contacts involved with the Client and the

treatment plan. Each Contact record will contain data regarding that person’s relationship with the Client, privileges, role in treatment,

demographics, insurance (if applicable) and possible restrictions regarding visitation.

To begin

6. “click here to add”

7. This will bring up a Search Screen. Again, you must search for this contact, as they may already be in the system as a contact for
another youth. Type in the contacts’ last name (also using a wildcard Ja*). If they are in the system you can just click on their
name and add the new information. If not you must click on the “Add a new contact to the master record”

8. Add all know contact information (name, DOB, Address, phone, etc.)Sign and save this form.

9. You then must add Relationship details. It will only show up on the intake record as a Parent or Guardian if you have checked
those boxes. Also, if you check Main Domicile, you will change the youth’s main record to the parents’ address. Also, it will only
show up as Contact Restrictions if you check the appropriate box.

10. Sign the form, Save it and then you will get the confirmation screen. Scroll down until you see the Click here to refresh summary,
and you will then return to your main Intake record, and the information added should be there.

Continue to Scroll through the Intake Record adding all information available. Case manager is the JJS worker. Committing County

and Referring County, Committing Offense, Religion etc.

At the bottom of the screen you will see links for Offense History, Medical /Psychological Information, medication Information etc.

Add all information that you have available. If you do not have it, that is OK, only add what you know.

3 FAMCare System - Microsolt Internet Explorer provided by FlA-Met IE 5.01 5P1 gt

J File Edit “iew Favortes Tools Help ‘ﬁ
o -2 -8 B a7 @8 G 3 ([B 4 . "B
Back Fariwand Stop Refresh Horne: Seaich Favorites Higtory Mail Frint Edit o
J Links ®
| Address [&] hitp:/jioltrsining famcare. net/indsx. him | @G
J .% @‘QI [Searchl ” Yahoo! Cnmpaninn'@My Wehoo! ~ Fhews - 7 Ertertainmert ~ @Spnr’ts - @Shnpping - itd Finance - ¥
Duick Navigator: | [please select) =l g
—_— :I
i
B
i
a
[
Insurance & Medicare, Medicaid
Previous Placements and Dates
Court Information
Offense History
Physical/Psychological Information
Medication Information
Immunizations
Immediate and Significant Needs and Services to be Provided
Action Taken
Saved by Melinda-Joseph, not signed 8/17/2001 12:51:08 PM
Signature
Click on your browsers Back button to cancel this record or §
E|
-| o
l_l_le Intemnet -+

ﬂSlaIl I@ FAMCare System. .. %Mlcrusuf Access - [R. | @F’nn t Screen 2.0e <u... I B Microsoft Word - Doc.. | @Gruup\c\u"lse b ailbox | @hllp Hijialttraining. fam. I N‘o@ 1:57 P
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Previous Placements and Dates
This part of the form is automatically updated when the Intake Unit admits a youth to a program; you should not have to add any
information to this section. This will also pre-fill in the appropriate areas of your Treatment Plans.

Offense History
This form is self-descriptive, allowing for input of the Client’s offense history. For each Offense, and Adjudication date and status

must be filled in.

Physical/Psychological Information

This form is self-descriptive, allowing for input of the Client’s current physician and psychiatrist, the date of the last physical exam,
and notes. A link is also provided to the Medications and Immunizations forms.

Medication

The “Medication” form is used to document all medications prescribed for the client, including prescription number, pharmacy name,
referring physician, dosage and any special instructions. Each type of medication requires a separate record, which can also be edited.
This section is required for all agencies to keep updated. Any time a youth has a medication change, the Group Leader, Medical staff,
or whoever is assigned must go in and complete this information. If a client refuses to take their medication, this can be addressed in
an Incident Report, which will link itself to the Medical Section in JJIS

Immunizations
The “Immunizations” form is used to document any immunizations that the Client has received and also to input those that are
necessary but not yet received (or expired). You may also be able to scan in an immunization record so it is always available.

Immediate and Significant Needs and Services to be Provided
This form consists of text boxes for special notes regarding the physical needs of the Client and/or emotional needs of the Client and

parent. This is excellent for intake staff and would be helpful if staff kept this up to date.

Saving Information

At the end of your Intake Summary, one last time you must sign and save your complete form. The computer does not know that you
are actively working on a record unless you are hitting any save button at least hourly. If you have not done this, you may get kicked
out of the system and not even know it, thus none of your information will be recorded. Make sure you are saving regularly!

CONTACTS/CASENOTES

Some people prefer to create Case Notes/Contacts as they occur individually, and some prefer to jot them down on paper then add

them all at once while writing a Treatment or Service Plan. Either way, the data entry is the same.

Click on the Add Case notes anywhere from within 1A, from 11, from 8B, or while in a treatment plan.

1. You will type in the date the case note occurred, time is optional.

2. Select the type of contact from the drop down box.

3. Select the contact person (you can select multiple people by hitting your control button and your mouse at the same time to select
or deselect multiple people). If your contact is not listed, you will click on Add Contact, and refer back to Parent Guardian info
section to create a contact and relationship. Also you can check whether the JJS was a part of this case note by checking that box.

4. Remarks is a brief description of the case note that will appear on your Plans, Description is a more in depth text of what
occurred. Someone would have to open this case note up directly to get this description.

5. Select where you want this case note to populate i.e. Treatment Plan, Service Plan (for JJS workers only) Medical etc... Most of
you will always select Treatment Plans.

6. There is a Private box, these are notes that only you will have access to. No one else will even see that they were created. This is
generally used for the Clinical Psychiatric staff, but if you use this selection these will not show up on Treatment Plans.

7. Your choice then will be to either Quick Save, which will then allow you to add another case note and so on until you have
added, all that you wish, or Save/Close which will save that case note and return you to the main form you were working on.
(You can also cancel the case note and return to your form etc...) The schedule button is not a functional part of the case note
section at this time so you do not need to worry about this at this time.

Your case notes that occur within your Treatment or Service Plan reporting periods will automatically show up no matter where they
were created from.
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Session II — Assessments and Treatment Plans

Once the “Intake Record” has been completed, the Client’s assessments are entered next. The Treatment and Service Plans
“Forms Menu”(3 A<B<C<D<E<F<G<H) contains the assessment forms that are available for various purposes.

Client Menu #3-G. Strengths/Needs Assessments

One of the key forms in this section is the “Strengths/Needs Assessment” form, which is used to develop the Initial and Updated

Service Plans. This screen will also be revisited to update the Residential Treatment plans or develop a Release plan. Click on this
line item to select it from the menu to create a stand-alone document. This will take you to the next screen to select a new form or

to select a form with the last-inputted forms data pre-populating it, or edit an existing form. You can also reach this form by

selecting 3C and creating your Initial or Updated Treatment Plans.

Selecting any option will produce the “Needs and Strengths Assessment”
3 FAMCare System - Microsoft Internet Explorer provided by FIA-Net IE 5.5 SP2 gt

JF\Ie Edit %iew Fawvorites Tools Help |

J - .9 AT SR IS s £l
Back Farward! Stop  Refresh  Home Search Fawarites  History 1zl Frirt. Edit
J Address I@ hitps: /jolt.famcare. net/secureindes. htm j @ Go
J v| J = Search | & Black Popups &, Zoom ¥
J Links ADL for Broadband @ FAbdCare System
Quick Navigator: I(please select) =

Needs and Strengths Assessments

JJOLT, Janie - 0621003134

Family Score / Youtift Score IW W

Date g;”e D1 ‘ D2 ‘ D3 ‘ D4 ‘ D5 ‘ D6 ‘ D7 ‘ D8 ‘ D9 ‘ D10 ‘ D11
% danie- fSENA‘ 13 ‘ ‘ [z ‘ NA 7 ‘ 14 ‘ 13 ‘ 71 ‘ ¥ ‘ / ‘ NA 7
‘?ﬂgggjf e |3 ha ‘ i3 ‘ 212 ‘ [z ‘ NA 7 ‘ r-4 ‘ i3 ‘ r-1 ‘ ¥ ‘ / ‘ NA 7
Bg?gggj’g;ﬂe‘ -3/NA ‘ 13 ‘ 212 ‘ 12 ‘ NA 7 ‘ r4 ‘ 13 ‘ 11 ‘ ¥ ‘ 12 ‘ NA /-1
‘gﬂggggg’g@gs‘ 0/NA ‘ i3 ‘ 12 ‘ i2 ‘ MA / ‘ / ‘ / ‘ / ‘ ! ‘ / ‘ MA /
‘gg’ﬁgggg éfogg 3INA ‘ i3 ‘ 12 ‘ /2 ‘ MA f ‘ ia ‘ i3 ‘ /-1 ‘ i1 ‘ ‘ MA f
‘gﬂ’ﬁggggf Steve | 3iNa ‘ 13 ‘ r2 ‘ [z ‘ NA 7 ‘ 14 ‘ 13 ‘ 1 ‘ X ‘ ‘ Nas | L
=
|&] Done T8 [ ntemet

Form, as shown on the next page. It looks just like our current Word document.
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3 https: /fjiolt famcare_net/cgi-bin/genfunc_exe?FULLFUNCTION “BLANKFORMIFORMNAME [JJDLTNeedsStiengt - Microsoft Internet Explorer p

Wiew Saved Record in Printahle Format | j

Strength and Needs Assessment

JJOLT, Janie - 0621003134

D1 Family Relationships D2 Emotional Stability D3 Substance Abuse D4 Social Relations D5 Education D& Victimization D7

Sexuality
D8 Life Skills D9 Employment D10 Health CarefMHygiene D11 After Care Living Situation D12 Additional Needs that were not
addressed
Date Ibﬂp"EU[H thru IE,-"'I 472004
The Initial Strength and Heeds it is to be p d at intake and the results used to develop treatment plan goals for the youth and histher family. For each
item, negative scores indi needs and positive scores indi strengths. Heeds are prioritized by the JJ5 and addressed in the treatment goals developed for the
youth and family. These goals are to remain as part of the treatment plan until they have been addressed as indi or by ion in the
dated service plan C this it using the best available information obtained through observation, self-report information from the youth, famiby, famiby

member(s), and third parties (e.g., school personnel, employers, relatives outside the immediate family), reports from official agencies, and the results from formal
evaluations. Score each need item for the youth and family, as indicated by the scoring area. Use the definitions as appropriate for the family or youth. Check any behavior
following the needs item that are present in the youth or family member.

Describe the reasons for £coring the item in the gpace provided (“Click Here and Type). Prioritize the needs for services during planning period for the youth and family.
The priority needs and strengths must be addressed in the goals and objectives for the youth and will generally be the items with the highest negative score.

Complete this reassessment to reflect the youth and family dynamics since the last assessment and the impact of services provided since the most recent Heeds
Assessment. Staff should uge information obtained through ob=ervation, self-report information from the youth, family member(s), and third parties (e.g., =chool
personnel, ! 5, and relati outside the i diate family}, reports from official agencies, and the results from formal evaluations. Select only one itemn for each
strength/need category for the youth and/or family as required. Heeds items D1, D2, D3, D4, and D10 have changes from the initial needs assessment that reflect conditions
since placement. Describe the reasons for ecoring the itemn and any changes since the most recent agsessment in the space provided (“Click Here and Type™) if not
documented on the form, document the reason scored in the appropriate section of the Service Plan. F i ion the prioritize the needs
for services during planning period for the youth and family. The priority needs and strengths must be addressed in the goals and objectives for the youth and will
generally be the items with the highest negative score.

DEFIHITIONS:

GOALS: =l

& ’_ E | Internet

Once the record has been saved, the “Save Confirmation” screen appears. This has the same functionality as the “Save
Confirmation” screen for the “Intake Record” — a printout can be produced or the user can go directly back to the

“Strengths/Needs Assessment” screen to make further modifications to the Client’s record.
The easiest way to input your goal information is to:

1. Place your cursor behind the word ‘Goals’. Add your Goal statement then hit enter. You will start your next line.
2. Place you cursor behind the words “A. Time Frames” and type in your time frame (i.e. 6 to 12 months) then hit enter.
3. Place your cursor behind the words “B. Objectives” and type in your objectives and hit enter. Do this until you have completed

“D. Individuals Responsible” and Your Goals along with A<B<C<D should all be in a neat line.

You can also cut and paste form a Word document if you prefer. The document does have Spell Check now and each section that has a

text box should have the spell check in the margin area. It does not spell check your entire document at once; however, you must

check each individual text section.
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Juvenile Classification and Assignment

The “Juvenile Classification and Assignment” form is created by the JJS and utilized by JJAU and Treatment Programs to determine a
Client’s initial risk and security classification. Again, this form looks just like our current word document.
NOTE: As with the other risk forms in this section, the risk scores will be automatically calculated each time the information is input

and updated. However, in this case, this is a one time only form. The Highest Adjudicated Offense will then automatically pre-fill the
security level, and then you can scroll down and fill in an override if necessary.

/2§ https:/ /jjolt.Famcare.net/cgi-bin/genfunc.ere? FULLFUNCTIONFORMSLIST | FORMNAME(JJOLTResRiskAsses - Microsoft Ink

=&

|»

Office of Juvenile Justice

Admin Master

Residential Risk Assessment

Case Name:

JJOLT, Janie

DOB: 7/3/1988

Case Managerjl Forrester, Jason [114?2)j
Click Here to Add Someone to the st

Case Provider File

0621003134  |Name] Mumber |

Date of Assessment|ﬂ1-1 7-20086

Associated with Form [initial

MHane

1. Overall Adjustment to Residential Care
© Positive: 0
© Satisfactony: 1
C Fair 2
© Poor 4
2. Furlough /! Escape Violations
C Moneg: O
© Late return from leave: 2
© Atternpted escape: 3
© Escape 6 or more hours: 4
3. Assault on Staff or Other Youth
© MNone: 0
© One ormore: 6
4. Response to Treatment

© Positive, youth engaged, progress in all areas: 0

|@ Done

l_ l_ E |4 Internet

Make sure you click on the box that tells you to “Update Master”. This will then update your face sheet.

Initial and Updated Service Plans (view access only)

Once the Client has been entered into the system and has been assessed, an initial service plan is developed by the JIS. From the

“Forms Menu,” click on the “Treat & Release Plans” section 3 and select the “Initial /Updated Service Plan” item A from the drop-

down list.

This screen is supported by several links to other screens designed to perform auxiliary functions such as adding new offenses, a new

contact, a new placement, or social history.
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Residential Treatment Plan

All of the prior input has been related to documenting the history of a Client and providing a thorough analysis of the Client’s current
condition and environment. The Initial Service Plan has set goals for the Client and documented acceptance of these goals. The
Residential Treatment Plans provide the logistical details for the accomplishment of these goals and also provides the form for follow-
up. A case management section allows for updating based on current events as well as subsequent meetings with the Client (called a
Participant on this form), as well as the other related parties (parents, CMO, provider, etc.).

Please note that the Strength and Needs and Risk Reassessment must be opened and saved individually as stand alone
documents. You can access these forms at 3G and 3H within the form menu.

To begin, when you first start a JJIS treatment plan for a youth, even if you are starting with an Updated Treatment plan, (for a youth
that has been in your program for some time) you will “Create a New Form”. When this opens you will be requested to “select a
form”. Select the appropriate choice then hit your TAB key. This will set your form. Check your admission dates. If you are starting
with an Initial Treatment Plan, you’re Admission Date and your Report Start Date should be the same. Your report periods and
months in care will automatically calculate by Tabbing through form. You will need to select your Judge as sometimes these changes
frequently and we did not want these to be set in stone. Now this should look just like the current Word documents we use at FIA. Add
information to your treatment plan as you normally would.

When you are finished, if you have an appointment, or whenever you need to leave working on your Treatment Plan, at the end of the
document you will see a box to select either “Working”, “Ready for Review”, “Approved” or “Return for Edit”. As a Treatment
Leader you will select either Working or Ready for Review, a Supervisor will select either Approved or Return for Edit. Once a

Supervisor puts in their Signature (password), and clicks on “Approved” there are no more edits able to be made.

As long as you are working on a plan, every time you want to open it up, click on the Edit button next to the plan you are working on.
When it has been finished and approved etc... for your next quarterly you would then click on the “Copy Existing Form”. It will bring
up all your old data from your previous report but now you can make changes to it...Keep repeating until youth is discharged. Also
note that the needs and strengths, risk assessment only have to be completed at release

This concludes the mandatory information that must be completed and/or reviewed. Once a case is assigned to the JJAU by the JJS, it
can be done via E-mail notification. JJAU can then pull up a youth’s record, review the information and assign a placement. The JJAU
can notify the Agency via E-mail to inform them of the referral or assignment. You can open the case record and review it, determine
acceptance or rejection and then notify the JJAU of your decision via E-mail. The JJS will then be able to review the treatment plans
and incident reports etc. while their youth is in placement.

Spell Check To prepare your computer for spell check you must go to the task bar in the Internet and click on
Tools, click on Internet Options, click on Security, click on Internet, click on Custom Levels, click on the
Radial button that says” Initialize and script Active X to make safe,” click OK, click Yes when it asks Are You
Sure? This will never have to be done again
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Client Management Session
6.0 Hours
Objectives:

To ensure the operator can log on to JJIS and knows how to change passwords
To ensure the operator knows how to log off of JJIS

To give the operator an overview of the Client Menu

To ensure the operator knows how set up a Client record

To ensure the operator knows some of the key forms in JJIS

Content Overview

SESSION |

Pre-Logon Basics

Logon and Basic Navigation
Intake and Enrollment

SESSION 11

Assessments and Treatment Plans
Incident and Escape

Misc. System Functions

Q&A
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Session | - Pre-Logon Basics

Start/Programs/Internet Explorer Group wise E-mail DHS-ProjectJJOLT@michigan.gov
http:// FAMCareaccess.com/JJOLT or secondary: http://JJOLT.famcare.net

The screen below is the sign-on screen for JJIS® for DHS. Place your cursor on the line that states “Click here to sign on to
JJIS” and click your mouse or hit the “Enter” button on the keyboard.

3 FAMCare Sypstem - Microzoft Internet Explorer provided by FIA-Net |IE 5.5 5P2 gt

JE\Ie Edit ¥iew Favorites Tools Help |ﬁ
[&-2-2 0 dj@a & 36 3 o -
Back Farpard Stop  Refresh  Home Search Fawvorites  History Mail PFrint Edit
| Address [@] hitps /ol fameare. net/indes him x| @6
J v| j D Gearch | & Black Popups  #, Zoom =
J Links ADL for Broadband @7 FAMCare System
JJOLT.FAMCare.Net

is now only available via secure access.
Please change wour logm procedure to load

httpFAM Care Access. Com/JTOLT

This site directs your browser to the prinary secured JJOLT site.
In the event the primary site is unavailable, this lind: will direct you to the
Mirror site. The mrror site 15 kept current in real tme. Any changes [ additions you
make on the mirrer site are automatically posted back to the live site when it becomes available.

PLEASE NMOTE: Logging into the mirror site is a manual process. If'the live site becomes disabled
while yvou are logged in, you will have to disconnect from that site and log in again
using the link shown abowve. That link will prompt vou to login to the
muror site. You will remain logged mito the murror site
until you log out.

&1 [ 5 [ ntemet I|
This brings up the sign-on screen, as well as a gray screen that contains the “Redistributable Code Agreement.” Click on the “OK”
button on that screen, which will then leave the sign-on screen, as shown below.
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http://jjolt.famcare.net/

3 FAMCare System - Microsoft Internet Explorer provided by FIA-Net IE 5.5 SP2 gt

JF\Ie Edit %iew Fawvorites Tools Help |ﬁ

J » .0 B o Q @ 3 B 3 #HA.
Back Farward! Stop  Refresh  Home Search Fawarites  History 1zl Frirt. Edit
J Address I@ hitps: /jolt.famcare. net/secureindes. htm j @ Go
J | J = Search | ) Block Popups & Zoom
J Links ADL for Broadband @ FAbdCare System

Questions or comments can be sent via E-Mail to the JJOLT help desk at:
FlA-ProjectJJOL Ti@michigan gov or by telephone at 517-335-3537

Secure JJOLT Site

Privacy Palicy

FAMCare®

Click here to sign-on to the Client Management System

Global Vision Technologies, LLC

This FAMCare® system is operated by the
Michigan Department of Human Services.

& ’_ E | Internet

From this sign on screen, enter your user name (First-Last) and initial password you are given (123456 or abc123), then go down to
“New Password” and create your new password. Confirm it, then click on the “Logon” button. This will produce the main master
session menu (next page). DO NOT CLICK ON LOGON UNTIL YOU CREATE YOUR NEW PASSWORD. YOU MUST

CREATE YOUR OWN UNIQUE PASSWORD THE FIRST TIME YOU SIGN IN. ALPHANUMERIC, AT LEAST 2
LETTERS OR NUMBERS!

You will then get a message that your password has been successfully saved.
Click to continue.
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This will be the main screen you see when you sign on. This is a client specific program and you must search for your youth first
before you can just add a new record.

/) FAMCare System - Microsoft Internet Explorer &2 =]
File Edit ‘Wiew Favorites Tools  Help | 1','
@Back - J - |ﬂ @ -\;j ‘ /L_j Search \i:"( Favorites eMedia ﬁ‘j‘ [_:v ; - _J '3
Address I@Bl hitps: fjjolt. famcare,netfsecureinds::, htm j Go |Links ?| &snaglt |z
Quick Nawigator: |(p|ease select) j &

Juvenile Justice Online Technology, Departiment of Human Services, State of Michigan
Select Client1.- = A Quick Select Client
Maintenance 2. B Full Client Selsct Menu
Reports Menu 3. C. Client Search Summation
Security Setup 4.
Systemn Litilities 5.
Scheduler 5.
ser Support 7.
GYWT Resources 8.
Logoff FAMCare® 9. Q
[&] pane |_|_|E|_|0 Internet I

To generate a list of Clients using the “Quick Client Access” section, select a field (preferably Last Name) and type the first few
characters that are known, then add an asterisk (*), which is a wild card (for example Ja*). This will produce a list of Clients that have
those characters in common. Please search for as few parameters as possible. (Do not type in the full name) This will insure that
we are not creating duplicate records. This is very important when we have clients that have difficult spelled names, or we have 2 kids
with the same name, but different birthdates etc... When you get the screen that lists all the records, you can see which clients are

“active,” which are “enrolled” etc...
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To access a specific Client, click on the “Access” button next to the Client’s number and name. Check to make sure this is the same
youth you are looking for by viewing the birth date and SSN, or you can go to the intake summary. If it is correct, this will bring up
this youth’s record and you can begin to add updated information.

4 FAMCare System - Microsoft Internet Explorer provided by FIA-Net IE 5.01 SP1 gt

J File Edit “iew Favorites Tools Help |i

> . 9 fa) G o - =) . >

B ck Fonward Stop Riefresh Home Search Favorites Histary b il Print Edit
J Links
| address [@] hitp #/joltraining famcare netsindex him x| @6
J -\ @h [Search | || Yahoo! Companion: | Sign inl @ My Yahoo! = & ZMews - ¥y Entettainment - &% Spods - @ Shopping  ~ i Finance - EH
Cuick Nawngator: I(please select) j
Client Listing

tain benu | Click here to return back to Menu

Select |Type [Status|  Client# NL:rrS]te NFaI;ﬁEa mWliSuffin)  BDate  |SSN Enrollment Althoriz
Access |
Access |
Access |
Access | Mo
lientActive 0629927601 JaggerJohn TI2211975 JJZMOERroliment]
Record
Access | g A456- Na
lientActive |0629927585aggerMick 311951 78 JJCMOEnraliment|CS470099999)C 589001 2351)|C5990012
9123 |Record
4| | i
|&] Done ’_l_le Internet

For Juvenile Justice Specialists- If you do not see the client on the list, this means that he/she has never been in our system
before. All providers will see their clients.
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Creating a Client Record For Juvenile Justice Specialists Only

To create a new record, the minimum data entry is the client’s first and last name, and date of birth. The system will automatically
generate a Client Number that is unique to this new client.

At the Initial Setup of Client and Demographic Information screen, begin to add the information that you have.

; FAMCare System - Microsoft Intemnet Explorer provided by FlA-Net IE 5.5 5P2 gt
J File Edit “iew Fauorites IDD\S Help |
> 0D Q G 3B I o -
Eack Famward Stop F\ehesh Home Search Faworites  History tail Prink Edit
JAddrEss I@ httpe: /fjiolt. famcare. net/ secureindes. htm j @ Go
J 'l J _~ Search | @ Elock Popups  # Zoom =
J Links ADL for Broadband @ F&MCare System
Cuick Mavigator: [ (please select) =l
Initial Setup of Client And |

Demographic Information
0621003134
Record Created |3/28/2003

Status | Active =l
Client [~

Foster
Candidate

Adoption
Candidate

Provider| I

|

|

| r

|

| Date Enrolled | [ereiz003
|

|

|

Status

Creating

Agency. W Admin Master

Data Server: [062
FAMCare # |0621003134

Last ||JJOLT

oo I T =
|&] Done ]_|—é_|e Internet

When complete, sign the form with your password, and save it. Always read your full screen and make sure that you scroll down
to the bottom of each screen. Often, you will get a message to “click here to refresh”; that is the way your master record is
updated. This screen says please wait while the forms load.
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This brings up the “Intake Record” screen automatically. Since this form is so large, up to 10 seconds are needed for it to load. At
this time, more data can be entered regarding client demographics, referral information, more of the client’s legal, personal and family

information, as well as history.

3 FAMCare Sypstem - Microzoft Internet Explorer provided by FIA-Net |IE 5.5 5P2 gt

File Edit Yiew Favortes Tools Help

Q G B

Search Fawvorites  History

-

Mail

=5 & .

Pririt Edit

Back Farpard Stop  Refresh  Home
Address I@ https: /jiolt famcare. net /secureindes htm

v| J j-Search | oBlockPopups & Zoom ¥

[
J & @ (3 L
|
| SEAReH]
I

Links ADLforBroadband & FAMCare System

Cuick Mavigator: | (please select) =

Intake Record

Demographics
Family Information
Placements and Enrollment

L

HeightAAt. 8 6", 123 Ibs.

Bluld) - Slender - Fair
Complexion

HairiEye Blonde /| Hazel
Color

SSMN

DHS 7 BJJ Physical Characteristice
Referance Inforrmation
School Information
Other Information
Linked Forms
Creation Current Risk Current Security .
Date: Level & Date Level & Data Committing Offense:
4/21/2003 |moderatz  f12/15/2003 Low [1/3/2005
MName Janie JJOLT
DL Client
0621003134
Mumber
AlAS Laney
Personal Daéeirfg 71311988 (16 years, 7 months)
Gender Male

NOTE: Always make sure you also maximize the screen you are working on, this will ensure that you do not X out of your

[ 5 [ ntemet

main screen, or close a form that you are working on without saving the information first.
Once the intake record has been saved, the “Save Confirmation” screen appears again. Select “Click Here to Continue.” This
generates the “Forms Menu” (shown below), which contains all of the forms for the new Client. This screen will be described in the

next section.
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Care Management Track

SECOND: In the future you will add a Care Management Track for all youth other than those being referred to JJAU. Any Foster
Care, SIL or Community Based program used must be tracked here. The JJAU will currently do this section for those going to low,
medium, or high secure facilities. This is the main section relating to the activities required for a youth. The “Care Management
Track Authorization Request” is an interactive form used by BJJ requesting any community-based program, a residential program, or
by the JJAU for reviewing the record and placement of youth.

We will just briefly explain to you how the form works. From the “Forms Menu” for the Client, find the “Care Management Track”
(Form 7A), and select the “CMT Authorization Request” item from the drop-down list.

; https: 7 fjjolt_famcare_netfcgi-bin/genfunc_exe?FULLFUNCTION “BLANKFORMIFORMNAME [SummationdJCMTReq - Microsoft Internet Explorer p

Service Authotization Request/Approval

JJOLT, Janie #0621003134
Date of Bithiage: 71311988 fAge: NIA Client Numbert: 0621003134

o Courts
Enroliment 12{2/2004 CS990044444

Primary Provider: © Court ID#:

Cht Court File#

Case Manager. SEN:

Legal statu=: 46 State Ward Delinquent (ACT 150) Fiacase# 58200001A
Highest = . -
Adjudicated Offense Cibperiion Balx
Initial Detention Lewel Dpe" Medium . Committing County: 33 Ingham
{Initial Level Detention Assignment)
CMT / Intervention Option ( -) Initial Security Lewel: Dpen Medium
Initial Risk Level current Security Level: L ow - 15312008

Curient Risk Level: Moderate - 1211572003

Recipient ID (Medicaid #)

Click for Case Nofes:

| Date of Request [0z-28-2005
| Action Requested: | =]

Reqtrest
Information: | MPlementation Date: |
REIEEIE Termmggtoej | (Leave blank if unknown)
[ [T =]
|@ Done ]7|—§|e Internet

Action Requested = Change of CMT and/or Treatment Option or Initial Treatment CMT if this is a first time placement
Implementation Date = Date the Service is to begin

Termination Date leave blank.

Detention level —Leave blank/ or 03A Secure Residential Detention

CMT Requested = choose the appropriate action i.e. Closed Medium Residential

Intervention Option = Choose the appropriate response i.e. Sex Offender Treatment

Only the Primary Providers who have that type of programming will be among the choices i.e. Adrian, Summit Center, etc.
Authorization status is Active And Approved

9. Sign, Save and Refresh

10. This will also now automatically update the Placement History when you ‘refresh’ that section.

As a provider it will be your responsibility to inform the JJAU when you admit a youth into your facility. They will adjust the
CMT and you will then have access to the complete case record.

PN R WD =

Quick Navigator

At the top of the main screen is a “Quick Navigator” bar. Clicking on the field produces a small dropdown menu of the different areas
for which the user has been granted access. This allows to more efficient movement around the system to avoid backing out of
various screens to reach the main menu. You can return to the “Client Menu” screen to add another client, or you can go to the Main
Forms menu for the client you are currently working on, or you can Log Off the system. If you see this Quick Navigator you always
know you are in the main screen, and this is how you move around the system. Do not use the X button at the top right hand
side of your screen to close out, This will take you out of the system, and you must start all over, and you may lose information
you were working on. The same is true for the ‘Back” button, you may not save the information you were working on. Get in
the habit of using the Navigator.
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Client Intake Forms (Menu Option 1-A)
FAMCare System - Microsoft Internet Explorer provided by FlA-Net IE 5.5 5P2 gt
Eile Edit ¥iew Fawvorites Tools Help |
oL b @ Gd W@ (B 5 5.
Back Earmard Stop Refresh  Home Search Faworites  History Mail Print Edit
Address [@] htps. //ijalt famcare. net/secureinder. him =] #Ga
[ M| x| S search | @@ Block Popups  # Zoom ~
J Links AEIL for Broadband @ FarCare Spstem
Quick Mavigator: |(P|9359 select] =l
Go to Scheduler JJOLT, Janie - 0621003134 Click for Header SCreen cickfor case hotes Click for Client Tssk Sppt. =]
Updated Service Plan Due 02/27/2004

A, Client Intake / Summary

B. Complaint
C. Acceptance Motice
O, Option Mo Longer Needed

Intake Forms 1
E. Provider Placements and Dates

Cther Related Forms 2
Treatment and Service Plans 2
Detention And History 4.
Incident And Escape 5.
F. Court Information
G, Offense History
(=

Care Management Track 6
Adoption/Adoption Subsicy 7.
Case Progress MNotes 8. H. Contacts
|. Case Motes
J. Immediate and Significant
MNeeds/Services
= N T

Medical Information 9
K. CWO Enrollment (Disenrollment)

Juvenile Justice Online Technology, Family Independance Agency, State of Michigan

Clinical Information 10
Educaticn Forms 11
Special Education 12.
wWocatonal Education 12, L. Create / Edit Client Record
Court Information Menu 14 M. Upload Client Image
Foster Care Forms 15, M. Authorize Additional Providers
Community Based Services 16, O. Care Manager Change
e oo A ——— e
Forms Menu
The top of the page contains the Client’s system-assigned number as well as name. The forms are organized into nineteen categories
To open a form, select the category on the left column and then click on it, which generates another list of forms. As each form is
built, it automatically populates other required forms for this same Client. There are detailed “Help” screens that walk a user through
the Client record building process. Select the proper “Go” button for the necessary help. We suggest you always begin in form 1A.
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Building a Client Record

The “Client Intake / Summary,” form continues for many pages. It is the critical form for entry into the system.

Note at the top of the form the Client’s current Security and Risk Levels. These are pre-populated from risk assessments. There is
also a box with the “Client’s Highest Adjudicated Offense,” which is pre-populated from “Offense History.”

The top of the “Intake Record” form also shows links to various sections of the form, which are just shortcuts vs. scrolling down the
page. The “Intake Record” also contains links to several other screens that supplement the basic Intake form.

=l FAMCare System - Miciosoft Intemet Explorer provided by FIA-Net IE 5.9 SP2 gt

File Edit View Favortes Tools Help ‘ﬁ
e =R AT N B e e L B
Back Foiard Slop  Refiesh Home | Search Favoiles Histop | Mal  Pint  Edt
Auddress [] htps. /sl famoare net/securcindas him ]| @te
- =] = ssach | & Biock Popups # Zoom ~
Links BJAOL for Broadhand &) FAMCare Spstem
Cuick Wavigator: [(please select) =
Demographics =l
Intake Record Earnily Infarmation
Placements and Enroliment
DHS /BJJ Physical Characteristics
Reference Infarmation
School Information
Other Information
Linked Forms
Creation Current Risk Cutrent Security 5 O
Date Level & Date Level & Date CElE Gismes
4/21/2003 [Moderate  [12715/2003 Low [1/372008

Name Janie JJOLT

Client
Number0621003134

AKAS Laney

Personal Daé‘frfhf 71311988 (16 years, 7 months)
Gender Male

Heightvvt. §' 6", 123 Ibs.
Bl Slender - Fair
Complexian
Hair/Eye
Color

SN
@ Done - [ I3 [@ rena

Narme

Blonde / Hazel

Other Links on the “Intake Record”

Other links are described below, which allow for more complete data entry during the Intake process. These screens can also be
accessed later through the “Forms Menu.”

Regarding all the items in this section, once input is complete, click on “Save” to save the input or the “Back” button on the
browser menu to cancel the input. An option exists on the “Save Confirmation” screen to also print out a hard copy of the record.
Completion of this task and hitting the appropriate button on the “Save Confirmation” screen will take the user back to the
“Forms Menu” for that Client.

Parent/Guardian Information

The “Parent/Guardian Information” link provides significant information regarding all contacts involved with the Client and the

treatment plan. Each Contact record will contain data regarding that person’s relationship with the Client, privileges, role in

treatment, demographics, insurance (if applicable) and possible restrictions regarding visitation. This screen is also referred to as

“Contacts” and “Contact Detail” under the “Intake Forms” section on the “Forms Menu.”

To begin

11. “click here to add”

12. This will bring up a Search Screen. Again, you must search for this contact, as they may already be in the system as a contact for
another youth. Type in the contacts’ last name (also using a wildcard Ja*). If they are in the system you can just click on their
name and add the new information. If not you must click on the “Add a new contact to the master record”

13. Add all know contact information (name, DOB, Address, phone, etc.)Sign and save this form.

14. You then must add Relationship details. It will only show up on the intake record as a Parent or Guardian if you have
checked those boxes. Also, if you check Main Domicile, you will change the youth’s main record to the parents’ address. Also, it
will only show up as Contact Restrictions if you check the appropriate box. (Even if you add restrictions, but do not check
the contact restriction box, no one will know there are restrictions.)

15. Sign the form, Save it and then you will get the confirmation screen. Scroll down until you see the Click here to refresh summary,
and you will then return to your main Intake record, and the information added should be there.

Continue to Scroll through the Intake Record adding all information available. Case manager is the JJS worker. Committing County

and Referring County, Committing Offense can be added several ways, but most often through the Court Information Screen, or

Youth Acceptance notice.

At the bottom of the screen you will see links for Offense History, Medical /Psychological Information, medication Information etc.
Add all information that you have available. If you do not have it, that is OK, only add what you know.
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/3 JJOLT Training - Microsoft Internet Explorer provided by FlA-Net IE 5.5 5P2 gt
J File Edit “iew Favorites Tools Help |ﬁ
=
> .0 O Al & @ 3 -
Eack Farward! Stop  Refresh  Home Search Fawarites  History 1zl Frirt. Edit
JAddress I@ hitp: jialttraining famcare. net! j 6) Go
J v| J = Search | ) Block Popups & Zoom
J Links ADL for Broadband @ FAbdCare System
Quick Nawigator: I(please select) j zi

Previous Provider Placements

Jackson, Janet 0629933956

Provider Placements Click here to add Refresh Status

Edit |Primary [Provider [Number [Wing [Room | Admission Date Release Date [LOS
| Yes |Macomb County Juvenile Justice Center  [CE500201270 | | | 20142005 27
[ No [Woodland Center [C3470245817 | | | 10252004 2112005 99
[ No [GYRC(STATE) [C3250201143 |[WEST || | 6/15/2002 722002 17
|&] Done ’_l_le Internet

Previous Placements and Dates

The “Previous Placements and Dates” is used if this is a new youth record and you know some previous placement history, please add
this. Always follow your screen instructions. Otherwise, all other placement history is connected through the CMT authorization
process through the JJAU.

Offense History
This form is self-descriptive, allowing for input of the Client’s offense history. For each Offense, and Adjudication date and status
must be filled in.

Physical/Psychological Information
This form is self-descriptive, allowing for input of the Client’s current physician and psychiatrist, the date of the last physical exam,
and notes. A link is also provided to the Medications and Immunizations forms.

Medication

The “Medication” form is used to document all medications prescribed for the client, including prescription number, pharmacy name,
referring physician, dosage and any special instructions. Each type of medication requires a separate record, which can also be edited.
This section is required for all agencies to keep updated. Any time a youth has a medication change, the Group Leader, Medical staff,
or whoever is assigned must go in and complete this information. If a client refuses to take their medication, this can be addressed in
an Incident Report, which will link itself to the Medical Section in JJIS

Immunizations
The “Immunizations” form is used to document any immunizations that the Client has received and also to input those that are
necessary but not yet received (or expired).

Immediate and Significant Needs and Services to be Provided
This form consists of text boxes for special notes regarding the physical needs of the Client and/or emotional needs of the Client and
parent.

Saving Information

At the end of your Intake Summary, one last time you must sign and save your complete form. The computer does not know that you
are actively working on a record unless you are hitting any save button at least hourly. If you have not done this, you may get kicked
out of the system and not even know it, thus none of your information will be recorded.

Make sure you are saving your information regularly!
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Session IT — Assessments and Treatment Plans

Once the “Intake Record” has been completed, the Client’s assessments are entered next. The “Risk/Needs Assessments” section
on the “Forms Menu” (2 C<D<E<F<G) contains the assessment forms that are available for various purposes.

Client Menu #2-E. Strengths/Needs Assessments

One of the key forms in this section is the “Strengths/Needs Assessment” form, which is used to develop the Initial and Updated
Service Plans. (NOTE: This screen will also be revisited to update the Residential Treatment plans or develop a Release plan.)
Click on this line item to select it from the menu to create a stand-alone document. This will take you to the next screen to select a
new form or to select a form with the last-inputted forms data pre-populating it, or edit an existing form. You can also reach this
form by selecting 4A and creating your Initial or Updated Service Plans.

Selecting any option will produce the “Needs and Strengths Assessment” form, as shown below. It looks just like our current Word
document. This screen allows the user to document each tracking domain for the Client, calculate the Client’s and family’s score, and
set goals for each domain.

4§ FAMCare Spstem - Microsoft Internet Explorer provided by FIA-Net IE 5.5 SP2 gt
J File Edit ¥iew Favorites Tools Help |
- =
» . @ [ o QA &G d B9 #HA .
Eack [armward! Stop  Refresh  Home Search Favartes  Histary il Print Edit
J Address I@ hitpz: / fjiolt.famcare. net/secureindes. htm j @ Go
J IEEE}] | J i~ Gearch | '3 Block Popups  # Zoom
J Links ADL for Broadband @ F&MCare Spstem
Quick Mavigator: | (please select) =]

Needs and Strengths Assessments

JJSoit, Justin - 0621010133

Family Score / Youth Score |Create New Form | Copy Existing Form{

Date g;"e D1 ‘ D2 ‘ D3 ‘ D4 ‘ D5 ‘ D6 ‘ D7 ‘ D8 ‘ D9 ‘ D10 ‘ D11

6/1/2004 / [Janie-

‘850;2004 e | s ‘ 0/5 ‘ / ‘ ! ‘NAIQ ‘ / ‘ ! ‘ / ‘ / ‘ ! ‘ NA f
|@ Dane Flgla Intermnet
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3 https: /fjiolt famcare_net/cgi-bin/genfunc_exe?FULLFUNCTION “BLANKFORMIFORMNAME [JJDLTNeedsStiengt - Microsoft Internet Explorer p

THUICA | ORS: ;I
A statement of how the observer will be able to tell when the objectives have been attained.

TIME FRAMES:

Each objective or goal should have a deadline set for attainment. These time frames hold the staff to some tation and dati ion to the point of at least

changing the time frame when it is not met. J

Go to Top of Page D1 Family Relationships

Score this item for the youth's family onby. If there is not an identified family for the youth, answer no and go to question D2, f the youth
does not have an identified family, paricular attention is given to D11, After Care Living Situation in the assessment and service plan.
Family is defined as the person(s) legally respaonsible for the youth, the legal parent or custodian of the youth. Family may include all
persons who were a regular part of the household at the time of commitment. Relationship practices are the interactions between family
members as guided and directed by adults.

|Doea youth have an identified family? & Yes € Mo (If Mo, do not answer this question or any subsequent question for family )

|Fami\y |-5 Destructivefahusive relationship practices. j

+3 Family consistently demonstrates positive and age appropriate relationship, communication, protection, and nurturing and
social activities.

0 Family demonstrates adequate and age appropriate relationship practices, supportive of treatment

3 Family Qemonstrates inadequate relationship practices. Family members may wisit, but are oppositional to treatment or not
supportive of the treatment process.

-5 Family demonstrates destructive andfor abusive relationship practices.

Explain the reason for scoring in space provided:

HiEE

=

|Forthe family, indicate which, if any, of the following behaviors or descriptions apply:

|l7 Youth's family is not supportive of treatment T Youth's family will impede treatment process

Famihy i hip Goal(s):

Goals: ;askdf askldif, askdjf, askdjf, askjdf ﬂ ¥l

A, Time Frames: a;skdif, askdjf;askjdf, akslid

BE. Objectives:asdfasdfasdf Ll
& ’_Ele Internet

Both the Client and Family will be calculated. Then the form can be saved. When data entry is complete, click on the “Save” button.
Once the record has been saved, the “Save Confirmation” screen appears. This has the same functionality as the “Save

Confirmation” screen for the “Intake Record” — a printout can be produced or the user can go directly back to the
“Strengths/Needs Assessment” screen to make further modifications to the Client’s record.
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.Security Level Matrix for Re-Offenders

3 https: /fjiolt famcare_net/cgi-bin/genfunc_exe?FULLFUNCTION “FORMSLISTIFORMNAME (JJOL TResRiskAsses - Microsoft Intemnet Explorer p

Wiew Saved Record in Printahle Format

Office of Juvenile Justice
Residential Risk Assessment

Case Mame:

JJolt, Justin

[DoB: 171011983

DHS /BJJ
|Case anager | [~
Case # Provider File
0621010133 Name| MNumber
Date of Assessment [7/27/2004 ‘ Associated with Form [Initial |Nans

1. Overall Adjustment to Residential Care
© Positive: 0
€ Satisfactory: 1
© Fair. 2
C Poor 4
2. Furlough i/ Escape Violations
© None: 0
© Late return from leave: 2
© Attempted escape: 3
C Escape B or more hours: 4
3. Assault on Staff or Other Youth
© None: 0
€ One ormare: §
4. Response to Treatment

|@ Done

’_ E | Internet

NOTE: As with the other risk forms in this section, the risk scores will be calculated each time the information is input and updated
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Juvenile Classification and Assignment

The “Juvenile Classification and Assignment” form is created by the JJS and utilized by JJAU and Treatment Programs to determine a
Client’s initial risk and security classification. Again, this form looks just like our current word document.
NOTE: As with the other risk forms in this section, the risk scores will be automatically calculated each time the information is input
and updated. However, in this case, this is a one time only form The Highest Adjudicated Offense will then automatically pre-fill the

security level, and then you can scroll down and fill in an override if necessary.

/) https: /fjiolt. famcare_net/cgi-bin/genfunc.exe ?FULLFUNCTION “FORMSLIS TIFORMNAME [JJOLTResRiskAsses - Microsoft Intemet Explorer p

Suuve |V Ly (U= ) VIS ane fu= 1) g 1eTy :I
| Risk & Security Level
| Calculated Risk Level is: ‘ Priar risk lewvel was
| Risk Level Override Reasons \ [ Disciplinary Respite Used
‘ T Peer Relations
‘ [ Parental Invokbement
‘ T Productivity
‘ [T Discretionary
| Final Risk Level [Select =]
| Existing Security Level: \
| Change Security Level?  [Iniial Eniry x|
‘ New Security Level | Open Medium v[
| Final Security Level ‘ Open Medium
| [T MNotify Requestor via Email at ||rossCE@Mi:higan.gov
|Who Completed This Risk Report [Janie-Ross
Diate:
Name of Person Who Completed: [(Please select) = [prezeona
Signature
. Date:
Supervisor Name | (Flease select) = [rrzeona
Signature
i i . Date:
Approval for Discretionary Overrlde'l IW 5]
|#] Done [ 5 [ ntemet
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Initial and Updated Service Plans

Once the Client has been entered into the system and has been assessed, an initial service plan is developed. From the “Forms Menu,”
click on the “Treat & Release Plans” section 4 and select the “Initial Plan of Care” item A from the drop-down list.

As with the “Strengths/Needs Assessment” form, select either the “New Form,” “Add a new form using last form’s data as a start” or
“Edit” button next to an existing record. This screen is supported by several links to other screens designed to perform auxiliary
functions such as adding new offenses, a new contact, a new placement, or social history.

Once this screen has been completed, the user can save the record or move on to two other screens, “Needs and Strengths Assessment”
and/or “Initial Plan of Care, Page 3” by selecting the links at the bottom of this screen.

The “Needs and Strengths Assessment” is the same form as shown under the “Assessments” section on the “Client Access Page,”
as shown on the previous pages. The “Initial Plan of Care, Page 3” link continues the Initial Plan of Care input. The bottom of

this form is shown on the next page, because of its filing requirements.
/7§ https: /fjjolt. famcare_net/cgi-bin/gentunc.exe?FULLFUNCTION “FORMSLIS TIFORMNAME (InitialS ervicePla - Microsoft Intemet Explorer p

emai|'_'pi:,'mm5rr|u_e'lvllulllgtul.guv ;I

Auto notification sent to perkinsm@Michigan.gov at 1/24/2005 2:21:04 PM ;IE
Auto notification sent to rossC3@Michigan.gov at 1/28/2005 10:30:16 A

MNatification Information

=
BEd
Distribution of Plan: =l
Signature, Juvenile Justice Specialist [(Please select) =l Load Mumbed Date|
Signature, Superviser: |(Please selec) =l Code# | Date|

Date Enteredl?a‘??EEDM Entered Bleanie-RDss

Saved by Janie-Rosz of Admin haster (C5990012358), not signed 1/24/2005 2:21:03 PM
Saved by hems-Fekins of Admin haster (C5390012356), not signed 1/28/2005 10030015 Ahd

Signature:l

Click on your browsers Back button to cancel this record or
Sawve | Schedule

|@ Dane Flgla Intermnet

This form must be printed, so that the youth, parent(s)/guardian(s) and supervisors can sign it. Place the signed copy in the
Client’s file. Once you complete the form, notify your Supervisor so they can review it. If both agree it is complete, you open it, sign
it and then your supervisor opens it and signs it. Now it is considered signature locked and no edits or changes can be made to that
form.
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Residential Treatment Plan (view only access)

All of the prior input has been related to documenting the history of a Client and providing a thorough analysis of the Client’s current
condition and environment. The Initial Service Plan has set goals for the Client and documented acceptance of these goals. The
Residential Treatment Plans provide the logistical details for the accomplishment of these goals and also provides the form for follow-
up. A case management section allows for updating based on current events as well as subsequent meetings with the Client (called a
Participant on this form), as well as the other related parties (parents, CMO, provider, etc.).

Several sections and links are on this form to allow for further updating of contacts, court proceedings, needs/strengths, risk
assessment, and progress toward goals. Note that security and risk levels are updated as well, as indicated in the header. The main
difference in the Updated form is the inclusion of a “Court Summary” section at the bottom that documents the Client’s current
behavior and attitudes and a recommendation for continued custody or a release plan.

This form contains links to several other forms for updating. These include “Contacts,” “Offense/Court Information,” “Provider
Placements,” “Needs and Strengths Assessment,” and “Residential Risk Assessment.” Clicking on any of these links produces a
screen, which can be updated or just referred to. Please note that each of these forms must be closed and saved individually if they are
opened, before the “Treatment Plans” can be saved and printed.

You must remember that until you are notified that a youth’s treatment plan is completed, if you chose to check on you
youth’s progress, you may only see a “work in progress”

Disenrollment

This concludes the mandatory information that a JJS must complete and/or review. Once a case is assigned to the JJAU, it can be done
via E-mail notification. JJAU can then pull up a youth’s record, review the information and assign a placement. The JJS will then be
able to review the treatment plans and incident reports etc. while their youth is in placement.

When a youth is released from the State of Michigan-FIA supervision you must then disenroll a client’s record. Go to the CMO

section of the Intake Record.

1. Click here to enroll/disenroll

2. It will inform you that you must complete a Program Termination. Click OK

3. Fill in as much information as possible, especially released to and type of release. Sign and Save. You will return to the
disenrollment form. Enter transaction date (date of release from FIA) Disenrollment is already pre filled.

Sign and Save. Youth’s record will now be made inactive and disenrolled

7 http: #fjjolttraining famcare_net/cgi-binfgenfunc.exe?FULLFUNCTION "FORMSLISTIFORMNAME (PROGRAMTER - Microsoft Internet Explorer p

Program Termination

JJOLT Training and Development Site

Man, Muffin #0822927666
Date of Bitheage: § NJA JAIS Case: 0629927666

CMO: Court Filed

Primary Frovider: Court ID#:
Casze Manage: Mo choice SSH:

Legal Status: FlA Cases

Highest - A .
Adjudicated Dffenze: Disposition D ate:

Initial Detention Lewel: . . . JAC Registration Date:
{Initial Level Detention Assignment)

CMT / Intervention Option [ - ) Committing County: | Select

Rigk Lewel: - Security Level: -

Click for Case Notes:

Released Teo: |: Select =l

Termination Date
Transported By: | Select 'I

Type of Release: |: Select =l
If Youth Truanted? (from where?) | Select -

TWas the youth charged with an offense
e [e}
il Gt Tes Mo (Ifyes, add to offense history) .

‘@ Done yili‘a Internet
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Department of Human Services

Juvenile Justice On-line Technology
JJIS

Training Manual
Residential Treatment Plan

Department of Human Services
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Client Intake Summary (Menu Option 1-A)

Forms Menu

The top of the page contains the Client’s system-assigned number as well as name. The forms are organized into categories. To open
a form, select the category on the left column and then click on it, which generates another list of forms. As each form is built, it
automatically populates other required forms for this same Client.
There are detailed “Help” screens that walk a user through the Client record building process. Select the proper “Go” button for the

necessary help.
/3 FAMCare System - Microsoft Internet Explorer

== x|
File Edit ‘“iew Favoribes Tools Help | l?
b A, Y g . . | —_ 4
@ Back - J - |£| \ELI | Search ‘:_;/\f:’ Favorites wMedla é-‘\?. | T b - .:‘
Address Ig‘] https:{fjiolt. Famcare. netfsecureindesx . htm j Go | Links > &Snaglt =t

CQuick Mavigator: I(please salect)

5

Go to Scheduler JJOLT, Princess Daisy - 0621019760 Click for Headaer SCreen click for case Notes Click for Client Task Appt.

3

Intake Forms 1.

Cther Related Forms 2.

Treatment and Service Flans 2.
Detention And Histony 4.

Incident And Escape 5.

Care Management Track 6.
AdoptionfAdoption Subsidy 7.

Case Progress Mates 5.

hWedical Information 9.

Clinical Information 10.

Education Forms 11,

Special Education 12,

Wocational Education 13,

Court Information MMenu 14,

Foster Care Forms 15,

Community Based Services 16,
Special Access to Prosecutor henu 17
Program Problem Reporting 18,
Training Registration { Evaluation 19.

A Client Intake / Summary

B. Complaint

C.Acceptance MNotice

D Option Mo Longer Needad

E. Provider Flacements and Dates
F. Court Information

G. Offense History

H. Contacts

|. Casze MNotes

J. Immediate and Significant
Meeds/Services

k. CWO Enrollment (Disenrollment)
L. Create / Edit Client Record

M. Upload Client Image

M. Authorize Additional Providers
0. Care Manager Change

Juvenile Justice Online Technology. Department of Human Services, State of Michigan

Updated Tx Plan has been Ready For Review -
244 Days.
Mext Hearing Date: 3/15/2006

|»

|§] Done

Quick Navigator

’_ ’_ E |4 mternet

At the top of the main screen you will also see a “Quick Navigator” bar. Clicking on the field produces a small dropdown menu of the
different areas for which the user has been granted access. This allows to more efficient movement around the system to avoid
backing out of various screens to reach the main menu. You can return to the “Client Menu” screen to find another client, or you can
go to the Main Forms menu for the client you are currently working on, or you can Log Off the system.

If you see this Quick Navigator you always know you are in the main screen, and this is how you move around the system. Do
not use the X button at the top right hand side of your screen to close out, This will take you out of the system, and you must
start all over, and you may lose information you were working on. The same is true for the ‘Back” button, you may not save

the information you were working on. Get in the habit of using the Navigator.
If you accidentally X out of the system, you will have to log back in to JJIS, sign in again, restate your password, and search

for the youth record that you were working on.

There are some additional ticklers to alert the user which data is missing, next treatment plan due date, etc. these ticklers are

located at the right, with blue lettering.

As you are working in the system, often you will be adding information to “Forms within Forms”. Look for your Quick Navigator, if
you do not see it you can use the X button to close out of that particular form.
Any time you add information to a form; you must SAVE, and then follow your screen buttons to refresh. If adding multiple
information use quick saves, and then saves. If you are just viewing a form you can X out of it if you have not added any information.
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secure famcare.net/jjolt_alpha/cgi-bin/genfunc.exe?FULLFUNC TION BLANKFORM | FORMNAME(II0F - Micrasoft Internet Explorer

Offense History, Dispositions and Dates

o PAGCRAAMMEL [ty e e =]

‘ JJolt, Justin 0621010133

B DS Offenss e [eess e 5

™ Drug Caourt
™ Youth Tobacco Act
™ Other |

s
‘ udicated PACCIPAAMIMCL

ltvpe and press enter) =

™ “Yiolation of Probationfviclation of Court Order  Mew Charge? < Yes ¢ Mo

=

djudlcated DHS Offense Code [(Please selec)

O ighesE AR Oes  vos o
D0 FIACommiting ©ffensa T (checkif s s the "Commiting Offerse’)

Mo signatures-—new form
Sirnat e

|

[&] pore [ 5 [@ meemet

For Detention

cure.famcare.net/jjolt_alpha/t fgenfunc.exe?FULLFUNCTION" BLANKFORM | FORMNAME(1J0f - Microsoft Internet Explorer

Pickup Reasons

‘ JJolt, Justin 0621010133

[ Cong ot e g
_IChange of Placement towit (5) j

(type and press enter)

_IA\cuhu\ ordrugs, driving under the influence of (40) j

No signatures-—-new form [%
Signature
Click onyour browser's Back button to cancel this record or
M Delete

[&lone [T | mtemet
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Building a Client Record

The “Client Intake / Summary,” form 1A continues for many pages. It is the critical form for entry into the system.

File Edit “iew Favorites Tools Help

) FAMCare System - Microsoft Internet Explorer provided by FIA-Net IE 5.5 SP2 gt

HeightiWt. 8° 1", 210 Ibs.

Build - Medium - Tan
Complexion

HaivEYe Black | Hazel
Color

SSN 999098778

g -2 -9 B ala &G 36 3 .
Back Farmard! Stop  Refresh  Home Seach Favortes  History b il Print Edit
J Address I@ hittps: /#jialt. famcare. net/ secureindes. him j 6) Go
J m | J = Search | & Block Popups ®, Zoom +
J Links AEIL far Broadband @ F&MCare System
(Quick Mavigator: | (please select) =l
Demographics =]
Intake Record Family Inforrmation
Placements and Enrollment
DHS / BJJ Physical Characteristics
Reference Inforrmation
School Information
Other Information
Linked Forms
Creation Current Risk Current Security .
Date: Level & Date Level & Data Eﬂmm'“'ﬂgdogiﬂsel-
17872004 [High [1/2472005 High [6/1 372004 ggravated Assault
MName Justin  JJolt
Nl Client
0621010133
MHumber
AlCAs Cowboy
el Date 2 1r101g88 (17 years, 1 month)
Gender Male

Note at the top of the form the Client’s current Security and Risk Levels. These are pre-populated from risk assessments. There is
also a box with the “Client’s Highest Adjudicated Offense,” which is pre-populated from “Offense History.”

’_ré_lﬂ Intemet

The top of the “Intake Record” form also shows links to various sections of the form, which are just shortcuts vs. scrolling down the

page. The “Intake Record” also contains links to several other screens that supplement the basic Intake form.
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Other Links on the “Intake Record”

Other links are described below, which allow for more complete data entry during the Intake process. These screens can also be

accessed later through the “Forms Menu.”

Regarding all the items in this section, once input is complete, click on “Save” to save the input or the “Back” button on the

browser menu to cancel the input. An option exists on the “Save Confirmation” screen to also print out a hard copy of the record.

a FAMCare System - Microsoft Internet Explorer provided by FlA-Net IE 5.01 5P1 gt

JFlIB Edit “iew Favaortes Tools Help ﬁ

J = . D A ‘ Q G4 4 ‘ R .
Back Farivard Stop Refresh Horne: Search Favorites History Mail Print Edlt
J Links
J Address I@ hitp:/ fjjolttraining. famcare. net/index. him ﬂ o
J .\ @‘QI [Searchl ” Yahoo! Companion: @My Yehoo! v <7Mews = <7 Entertainment + &3/ Sports = @Shupping = .l Finance = »
Quick Mavigator: | (please select) =l
7 [ |
[

Insurance & Medicare, Medicaid

Previous Placements and Dates

Court Information

Offense History

PhysicaliPsychological Information

IMedication Information

Immunizations

Immediate and Significant Needs and Services to be Provided

Action Taken

Saved by Melinda-Joseph, not signed 8/17/2001 12:51.08 PM
Signature:
Click on your browsers Back button to cancel this record or
SAVE =

ﬂStan I@ FAMCare System... & Microsoft Accass - [R.. | @F’nntScleanZUe <U.. I W Microsoft ‘word - Doc... | B Groupwise - Mailbox | @http #jlalttraining, farm. I N"@ 1:57 PM

’_ ’_ |4 Intemst

Completion of this task and hitting the appropriate button on the “Save Confirmation” screen will bring the user back to the

“Intake Summary” for that Client.
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Parent/Guardian Information or Contacts

The “Parent/Guardian Information” link provides significant information regarding all contacts involved with the Client and the

treatment plan. Each Contact record will contain data regarding that person’s relationship with the Client, privileges, role in treatment,
demographics, insurance (if applicable) and possible restrictions regarding visitation.

To begin
1. “click here to add”

; JJOLT Training - Microsoft Internet Explorer provided by FlA-Het IE 5.5 5P2 gt

J File Edit “iew Favortes Tools Help

5 =5
5 - D AN B R B E/
Back Famward Stop  Refresh  Home Search Favortes  Histary hdail Pritt Edit IC0 Lite
J Address I@ http: #fjjoltraining famcare. net! j f\> Go
J Links &]F&MCare System [ Free AOL & Unlimited Intermet
rFY
Duick Mavigator: I (please select) = —
Relationships for
Jolt, Keith 0629937233
Click here to add
{Click heading to sort)
Eelation Type Legal Palrental L Emergency Contact Detailed
e click to edit o Guardian R|g.his et || Contact Piozma FRmbes Restrictions = Communication
Terminated
Jolt, Keith Self (Select _ - List Detail
|@ |_|_|Q Internet

2.

This will bring up a Search Screen, as seen on the next page. Again, you must search for this contact, as they may already be in

the system as a contact for another youth. Type in the contacts’ last name (also using a wildcard Ja*). If they are in the system you
can just click on their name and add the new information. If not you must click on the “Add a new contact to the master record”
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<2} http: / fjjolttraining. famc are_net/cgi-bin/ genfunc_exe ?FULLFUNCTION “BLANKFORMICLIEN TNUMBER(062993 - Microsof.__ =] E3

=

In order to finish selting up a reiationship, you must identify or add the contact record
Contact Search: FHI in field(s) belfow, using wildcards (e.g. L*) if necessary

SSN: |

Last Name: [jar

First Name: |mar*

FAMCare Mumber: |

NicknamefAK A |
Birthday: | {must be exact, including year)
Find Contact |

Mew Contact |

|&] Dare ’_|_|@ Internet

The purpose of this search is to avoid duplicate entry for contacts that may already be in the system.
Add all known contact information (name, DOB, Address, phone, etc.) Sign and save this form.

/2 http: / fjjolttraining. famcare_net/cgi-bin/genfunc_exe?FULLFUNCTION "BLANKFORMICLIENTNUMBER(062993 - Microsof___ =] B4 |

[lelr]

Contact Information for
Jolt, Keith 06290372332

Date [04z4-z003
| FamCare # [p6z5937454
| Last u
Contact Name| First u |
| Ml Suffixc [ [rea =]
Mick Mame(s) I'I
AKA|

| Current Status || Active 7|
System Status| Fla Number |

| CIienUContact| I {Check Box to make this contact available as a Client)
| Street: ||
City, State 7
Address | L p|| L
| County |

[ Agency Narme | =

|&] Done ’_|_|O Internet I}

1. You then must add Relationship details (Please see screen on next page). . It will only show up on the intake record as a Parent
or Guardian if you have checked those boxes. Also, if you check Main Domicile, you will change the youth’s main record to the
parents’ address. Also, it will only show up as Contact Restrictions if you check the appropriate box.

2. Sign the form, Save it and then you will get the confirmation screen. Scroll down until you see the Click here to refresh summary,
and you will then return to your main Intake record, and the information added should be there.
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; http: /fjjolttraining.Famcare.net/cgi-bin/genfunc. exe ?FULLFUMCTION “BLANKFORMIFORMMAME (Relationsh - Microzoft .. [HEI B |

|

Relationship Detail for 0629937233 Jolt, Keith

Mote: § wou need to change the relationship name, ywou must do it by editing the contact record [click on
the name hyperlink on the contact display). § this relationship record needs to be purged, change the
relationship status to "Delete" balow.

. [KEITH joLT |_
[D523937454
Relationship Type |E|P: Biological Parent x]

W tain Domicile Head of Household (Only one relationship per client can
have this item checked)

[T Access to Insurance

¥ Parent

W Legal Guardian

[T Parental Rights Terminated (if yes, explain below)
i_i""":Emergency Contact

M Health Care Frovider (Physician, Dentist, etc))

M Contact Restrictions [see below)

[T Alternate Care Giver for the Client/Provider

B
=

(Check all that apply)

Commentsl

Relationship Status IActive v|

Mo zignatures-new form 'I

|&] Dane |_|_|Q Internet I

Continue to Scroll through the Intake Record adding all information available. Case manager is the JJS worker. Committing County
and Referring County, Committing Offense, Religion etc.

At the bottom of the screen you will see links for Offense History, Medical /Psychological Information, medication Information etc.
Add all information that you have available. If you do not have it, that is OK, only add what you know.
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/7 JJOLT Training - Microsoft Internet Explorer provided by FIA-Net IE 5.5 5P2 gt

J File Edit “iew Favorites Tools Help ‘

5 .0 [ o @ @ F B9 5.

J Back FErriwarnd Stop  Refresh  Home Search Faworites  Histary b il Print Edit ICQ Lite

Address I@ http: #fjolttraining. fameare. net/ j G0
Links &]F&MCare System [ Free AOL & Unlimited Intermet

Quick Navigator: | (lease select) =

[»le]r

Insurance & Medicare, Medicaid

Previous Placements and Dates

Court Information

Offense History

PhysicaliPsychological Information

Medication Information

Immunizations

Immediate and Significant Meeds and Services to be Provided
Meeds f Strengths Assessment

Mo signatures—new form

Signature:l
Click onyour browsers Back button to cancel this recaord or

SAVE | 2=
1] | _’|_I
|@ Done |_|_|Q Internet I

Previous Placements and Dates
This part of the form is automatically updated when the Intake Unit admits a youth to a program; you should not have to add any
information to this section. This will also pre-fill in the appropriate areas of your Treatment Plans.

Offense History
This form is self-descriptive, allowing for input of the Client’s offense history. For each Offense, and Adjudication date and status
must be filled in.

Physical/Psychological Information
This form is self-descriptive, allowing for input of the Client’s current physician and psychiatrist, the date of the last physical exam,
and notes. A link is also provided to the Medications and Immunizations forms.

Medication

The “Medication” form is used to document all medications prescribed for the client, including prescription number, pharmacy name,
referring physician, dosage and any special instructions. Each type of medication requires a separate record, which can also be edited.
This section is required for all agencies to keep updated. Any time a youth has a medication change, the Group Leader, Medical staff,
or whoever is assigned must go in and complete this information. If a client refuses to take their medication, this can be addressed in
an Incident Report, which will link itself to the Medical Section in JJIS

Immunizations
The “Immunizations” form is used to document any immunizations that the Client has received and also to input those that are
necessary but not yet received (or expired). You may also be able to scan in an immunization record so it is always available.

Immediate and Significant Needs and Services to be Provided
This form consists of text boxes for special notes regarding the physical needs of the Client and/or emotional needs of the Client and
parent. This is excellent for intake staff and would be helpful if staff kept this up to date.

Saving Information

At the end of your Intake Summary, one last time you must sign and save your complete form. The computer does not know that you
are actively working on a record unless you are hitting any save button at least hourly. If you have not done this, you may get kicked
out of the system and not even know it, thus none of your information will be recorded. Make sure you are saving regularly!
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CONTACTS/CASENOTES
Some people prefer to create Case Notes/Contacts as they occur individually, and some prefer to jot them down on paper then add
them all at once while writing a Treatment or Service Plan. Either way, the data entry is the same.

Click on the Add Case notes anywhere from within 1A, from 11, from 8B, or while in a treatment plan.

Remarks |

Description

1]

; http: / #jjolttraining. famcare.net/cgi-bin/genfunc_exe ?FULLFUNCTION “BLANKFORMIFORMNAME [CaseNoteMa - Microso... M=l E3 |

Cate |p4-24-2003 LAl ULy
P (Ctrl + click to s

Time | apply)

(Flease selact)
j Jolt, Keith (SEL)

Type |: Select

=

-

j IMichaeI kdilks

JJS Prasent?

g Add New Con
Court (Courf) E—
General Case Note (General)

SOUFCe / |1 4o dical Medical)

Destination Progress Repaort (PragressReport)
Document: |Serice Plan (Service) _|;|
3

STl 0 Al Al T e AT T e I

|&] Done |_|_|Q Internet I

—

You will type in the date the case note occurred, time is optional.

Select the type of contact from the drop down box.

Select the contact person (you can select multiple people by hitting your control button and your mouse at the same time to select
or deselect multiple people). If your contact is not listed, you will click on Add Contact, and refer back to Parent Guardian info
section to create a contact and relationship. Also you can check whether the JJS was a part of this case note by checking that box.

Remarks is a brief description of the case note that will appear on your Plans, Description is a more in depth text of what
occurred. Someone would have to open this case note up directly to get this description.

Select where you want this case note to populate i.e. Treatment Plan, Service Plan (for JJS workers only) Medical etc... Most of
you will always select Treatment Plans.

There is a Private box, these are notes that only you will have access to. No one else will even see that they were created. This is
generally used for the Clinical Psychiatric staff, but if you use this selection these will not show up on Treatment Plans.

Your choice then will be to either Quick Save, which will then allow you to add another case note and so on until you have added
all that you wish up to 20, or Save/Close which will save that case note and return you to the main form you were working on.
(You can also cancel the case note and return to your form etc...) The schedule button is not a functional part of the case note
section at this time so you do not need to worry about this, at this time.

Your case notes that occur within your Treatment or Service Plan for JJS workers reporting periods will automatically show up no
matter where they were created from.
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Session IT — Assessments and Treatment Plans
Once the “Intake Record” has been completed, the Client’s assessments are entered next. The Treatment Plans “Forms
Menu”(3C) contains the assessment forms that are available for various purposes.

Residential Treatment Plan

All of the prior input has been related to documenting the history of a Client and providing a thorough analysis of the Client’s current
condition and environment. The Initial Service Plan has set goals for the Client and documented acceptance of these goals. The
Residential Treatment Plans provide the logistical details for the accomplishment of these goals and also provides the form for follow-
up. A case management section allows for updating based on current events as well as subsequent meetings with the Client (called a
Participant on this form), as well as the other related parties (parents, CMO, provider, etc.).

The Treatment Plans contain links to several other forms for updating. These include “Contacts,” “Offense/Court Information,”
“Provider Placements,” Clicking on any of these links produces a screen, which can be updated or just referred to. Please note that

the Strength and Needs and Risk Reassessment are separate forms, they must be opened and saved individually, Please
refer to 3G and 31 on your forms menu.

3 https://jiolt.Famcare.net/cgi-bin/genfunc.exe?FULLFUNCTION"-FORMSLIST | FORMNAME(ResidentialTreatm - Microsoft - |ﬁl |5|

wiew Saved Record in Frintakle Format I

Admin Master S

Initial Residential Treatment Plan

Form Type ~| Court Summary Court Summary Dates: | To |

Case Name: JJOLT, Janie JJS Worker: [(type and press enter) =]
Click Here to Add Somecne to the List

Date of Birth: 7/3/1988 (17 years, 6 months) Phone #:

County: | Ingham - 33 DHS Case#: CE2000014

JJOLT#: 0621003134 Name of Court: | -

Admission Date: | Court Case #: |

MName of Facility: | Moderate - 12/15/2003 =¥
Current Risk Level: =l

Treatment Leader: |(type and press enter) x| Laows - 1/3/2005 =2

Click Here to Add Someons to the List Current Security Level:

Fhone #: ri/a R =1~
Highest Adj Offense: =l

Treatment Supervisor: |itvpe and press enter) | Commitment Date: [7/23/2004

Click Here to Add Someone to the List

Phone #: Report Period: [6/1/2004 To [11/24/2004

Victim MNotification Request: Yes & Mo ©

Parent / Guardian_Click here to add (Click heading to sort.)

|n n w | = . | Leaal | = | Pﬁre:nltal Emeraency Phone | A | Contact | =
[&] pone I_I_E|‘ Internet I

To begin, when you first start a JJIS treatment plan for a youth, even if you are starting with an Updated Treatment plan, (for a youth
that has been in your program for some time) you will “Create a New Form”. When this opens you will be requested to “select a
form”. Select the appropriate choice then hit your TAB key. This will set your form. Check your admission dates. If you are starting
with an Initial Treatment Plan, your Admission Date and Report Start Date should be the same. Your report periods and months in
care will automatically calculate by Tabbing through form. You will need to select your Judge as sometimes these changes frequently
and we did not want these to be set in stone. Now this should look just like the current Word documents we use at FIA. Add
information to your treatment plan as you normally would.
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Strengths/Needs Assessments

One of the key forms in this section is the “Strengths/Needs Assessment” form, which is used to develop the Initial and Updated
Service Plans. This screen will also be revisited to update the Residential Treatment plans when there are significant changes
during the report period or develop a Release plan. Click on this line item (3G) to select it from the menu to create a stand-alone

document. This will take you to the next screen to create a new form or to copy an existing form.

Selecting any option will produce the “Needs and Strengths Assessment” form, as shown below. It looks just like our current Word

document.

3 https: /fjiolt famcare_net/cgi-bin/genfunc_exe?FULLFUNCTION “BLANKFORMIFORMNAME [JJDLTNeedsStiengt - Microsoft Internet Explorer p

TIME FRAMES:
Each objective or goal should have a deadline set for attainment. These time frames hold the staff to some exp ion and ion to the point of at least
changing the time frame when it is not met.

Go to Top of Page D1 Family Relationships

Score this item for the youth's family only. If thers is not an identified family for the youth, answer no and go to question D2, If the youth
does not have an identified family, particular attention is given to D11, After Care Living Situation in the assessment and service plan.
Family is defined as the person(s) legally responsible for the youth; the legal parent or custodian of the youth. Family may include all
persons who were a regular part of the household at the time of commitment. Relationship practices are the interactions between family
members as guided and directed by adults.

|D095 youth have an identified family? ® Yes © Mo (If Mo, do not answer this question or any subsequent question for family )

|Fam|\y |—3 Inadequate relationship practices. j

+3
]
=)
85

Family consistently demaonstrates positive and age appropriate relationship, communication, pratection, and nurturing and
social activities

Family demonstrates adequate and age appropriate relationship practices, supportive of treatment

Family demonstrates inadequate relationship practices. Family members may visit, but are oppositional to treatment or not
supportive of the treatment process

Family demonstrates destructive andior abusive relationship practices.

Explain the reason for scoring in space provided:

test

EHEE
7

|Forthe family, indicate which, if any, of the following behaviors or descriptions apply:

|I7 Youth's family is not supportive of treatment

7 Youth's family will impede treatment process

Famihy

ip Goal(g):

Goals: A Time Frames: B. Objectives: C. Indicators: D. Individuals Responsible =] -

(3]

’_ E | Internet

Please also see next page
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/J https: /#secure famcare_net/sqltest/cgi-bin/genfunc._exe ?FULLFUNCTION “BLANKFORMIFORMNAME[JJOLTNee - Micro... [HI[E] E3 |]

| = |
|Forthe family, indicate which, it any, of the following behaviors or descriptions apply:
|I' Youth's family is not supportive of treatment [T Youth's family will impeds treatment process |
Family Relationship Goal(s):
Goals: A Time Frames: B. Objectives: C. Indicators: D Individuals Responsible: ;I ?ffl I~

[ |

Quick Save |

D2 Emotional Stability

Score this itemn for the youth and family. The family score is based on any person in the family who
displays a strength or need inthe areas listed.

‘Family: [ Mot Applicatle =]
‘Youth; |NutAppIicabIe j
+3 Displays ability to deal with disappointment, anger, grief in a positive manner. Expresses an
optimistic wview of personal future. Youth expresses empathy, shows concern for others. _ILI
1 | »
|@ Done |_|E_|Q Internet I

The easiest way to input your goal information is to:

4. Place your cursor behind the word ‘Goals’. Add your Goal statement then hit enter. You will start your next line.

5. Place you cursor behind the words “A. Time Frames” and type in your time frame (i.e. 6 to 12 months) then hit enter.

6. Place your cursor behind the words “B. Objectives” and type in your objectives and hit enter. Do this until you have completed
“D. Individuals Responsible” and Your Goals along with A<B<C<D should all be in a neat format.

You can also cut and paste form a Word document if you prefer. The document does have Spell Check now and each section that has a
text box should have the spell check in the margin area. It does not spell check your entire document at once; however, you must
check each individual text section.

Once the record has been saved, the “Save Confirmation” screen appears. This has the same functionality as the “Save
Confirmation” screen for the “Intake Record” — a printout can be produced or the user can go directly back to the “Residential

Treatment Plan” to make further modifications to the Client’s record.
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Residential Risk Assessment

The “Juvenile Residential Risk Assessment form (3H) is created by the JJS and utilized by JJAU and Treatment Programs to
determine a Client’s initial risk and security classification. Again, this form looks just like our current word document.
NOTE: As with the other risk forms in this section, the risk scores will be automatically calculated each time the information is input

and updated. However, in this case, this is a one time only form. The Highest Adjudicated Offense will then automatically pre-fill the
security level, and then you can scroll down and fill in an override if necessary.

/2§ https:/ /jjolt.Famcare.net/cgi-bin/genfunc.ere?FULLFUNCTIONFORMSLIST | FORMNAME(JJOLTResRiskAsses - Microsoft Interne

=&

|»

Case Name:

Office of Juvenile Justice 2 Slhecii s b
Residential Risk Assessment

DOB: 7/3/1988
Case Managerjl Forrester, Jason [114?2)j
Click Here to Add Someone to the List

Case Provider File
0621003134 Namel

Admin Master

Murnber|

Date of Assessment|ﬂ1-20—2006

Agsociated with Form [Initial Nane

1. Overall Adjustment to Residential Care
© Positive: 0
© Satisfactony: 1
C Fair 2
© Poor 4
2. Furlough /! Escape Violations
C Moneg: O
© Late return from leave: 2
© Atternpted escape: 3
© Escape 6 or more hours: 4
3. Assault on Staff or Other Youth
© MNone: 0
© One ormore: 6
4. Response to Treatment

© Positive, youth engaged, progress in all areas: 0

. I
[&] pane l_ l_ E |4 Internet
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As long as you are working on a plan, every time you want to open it up, click on the Edit button next to the plan you are working on.

; JJOLT Training - Microsoft Internet Explorer provided by FlA-Het IE 5.5 5P2 gt

J File Edit “iew Favortes Tools Help ‘

5 . @ [ o @ G S BTG .

J Back. Famward Stop  Refresh  Home Search Favortes  Histary hdail Pritt Edit IC0 Lite

Address I@ http: / fjiolttraining. fameare. net/ j o

Links «&]FAMCare Systern [ Free AOL & Unlimited Intermet

Quick Mavigator: | (please select) =
Residential Treatment Plans
Jolt, Keith

L«]»

Ordered by Date Created, Most recent first.

[CreateNeviFom ] [SopyExsing ol

Edit Complete Plan  Form Start End

Print  Type Status Date Date Frovider Locked Last Saved
. . . . Woodland Center 412812003 by
Edit Print  Initial ‘Working 4/24/2003 5/24/2003 ° Pod 3 Keith-Young
|&] |_|_|Q Internet

When you are finished, if you have an appointment, or whenever you need to leave working on your Treatment Plan, at the end of the
document you will see a box to select either “Working”, “Ready for Review”, “Approved” or “Return for Edit”. As a Treatment
Leader you will select either working or ready for Review, a Supervisor will select either approved or Return for Edit. Once a
Supervisor puts in their Signature (password), and clicks on “Approved” there will be no more edits that can be made! At the time that

a Supervisor electronically signs the report, the bold face Draft Copy Not Approved For Court Use will disappear from the top of
the Treatment Plan.
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/3 http: /#jjolttraining famcarenet/cai-bin/genfunc_exe ?FULLFUNCTION “FORMSLISTIFORMNAME [Residentia - Microsoft | =] E3 |]

Summary data refreshed

Document Status|vworking ﬂ

Motify Treatment]
Leader via Emnai|Radiaie .
Other Emnail Ready For Review

- - Approved
Motification Eeturmad For Edit
==

Comments

otify Supervisar via

emailnperkinsm@Michigan.gov

gnature, Treatment Leader: |(Please select) Flstaff Code #: | Date|

a il

|@ Done |_|_|Q Internet I

When it has been finished and approved etc... for your next quarterly report or release report you would then click on the “Copy
Existing Form”. It will bring up all your old data from your previous report but now you can make changes to it...Keep repeating until
youth is discharged.

Court Report To prepare a Court Report from a completed Updated Treatment Plan, go to the top of the first page of the Updated
Treatment Plan and click “ Court Summary. ““ The system will automatically prepare a one or two page Court Summary using the
information already entered into that section of the report.

Spell Check To prepare your computer for spell check you must go to the task bar in the Internet and click on
Tools, click on Internet Options, click on Security, click on Internet, click on Custom Levels, click on the
Radial button that says” Initialize and script Active X to make safe,” click OK, click Yes when it asks Are You
Sure? This will never have to be done again.
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General Overview

The Passport table is a central repository that maintains a list off all of the identifying numbers for a given youth. Such numbers
include: Drivers License Number, DHS Number, etc.

JIIS currently houses several id numbers in the main Client record. These are now moving to the Passport Table. Included are the,
DHS Number and JIS Number.

Effective January 1, 2006, DHS cannot allow access to any document that contains the full social security number of youth or staff.
Any youth social security card and JJIS documents, including the Youth Face Sheet, that contains that information must be removed
(or in the alternative, replaced with a copy those documents with the social security number deleted) before any outside party (such as
MPAS) has access to a youth's file. Any staff identification cards that contain the full social security number must also be replaced.
**%% FOR THE USERS **** JJIS will be pushing a change in how the SSN number is shown the first week of January. You'll notice
that you put in the entire number, however only the last 4 numbers will appear on JJIS forms. The Social Security numbers will now
be entered on the Client Intake Summary — Main menu 1-A. The numbers will still appear on the appropriate forms as they do now.
Other numbers will be entered on the same screen.

Each number has an “input mask™ which dictates the form and structure of the number. For example, when you enter a DHS Number,

it will only allow an alpha letter followed by a 7 digit numeric entry and followed by another alpha letter. Many other client specific
numbers can be entered through this same function.
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Client Passport Summation among others on the Client Screen

1. Add new Number by clicking the “Click here to add” hyperlink

Identification Numbers Click here to add Refresh

ID Type ID Number or Alias
Case Number 58-00239394958
DHS Number A3233239X

Social Security Number XXX-XX-8778
Macomb Co Case Number 76543

Medicaid Number 12378912

2. Select the appropriate number to add from the following window and enter in the number in the ID Number/Alias Field and

click save

7 http:/fjoltdevelopment.famcare.net/cgi-bin/ genfunc.exe? FULLFUNCT ION ~UNIQUEFORM| FORMNAME(CLIE

/;Iglzl

Identifying Information

ID Number Type: [ Please select)
ID Number/Alias® |
D Number Name:
1D Number Input Mask
ID Number Example
Detailed ID Number Description
D Number Type
Date Entered: |07-29-2003

No signatures--new form
Signature;
Quick Save | Save/Close |

4 |

ormat Script Help

0621002220 Tegfer, Chester

o e
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3. The new number can be edited in a similar fashion by clicking on the value to edit

Identification Numbers Click here to add Kefresh

ID Type ID Number opélias
Case Number 58-00239394958
DHS Number A323323

Social Security Number XXX-XX-8778
Macomb Co Case Number 76543

Medicaid Number 12378912
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1.1 PURPOSE.

The incident report is a written record that documents historical information and a source
document that supplies data to the database within the Juvenile Justice Information System
(JJIS). BJJ residential policy requires that staff involved in an incident complete an incident report
prior to the end of their shift. The staff routes the paper incident report to the on site supervisor
who reviews the report for completeness, signs the report, and then routes the report to a facility
locked box for centralized review and follow up. The on site supervisor also routes other copies
as needed to relevant facility offices (for example, medical, maintenance, personnel, etc.).

When multiple staff are involved, each staff writes an incident report. The on-site supervisor or
other facility assigned staff collates all paper incident reports for each incident and then
consolidates the information into a Computerized Version (CV) of the incident documented in the
JJIS. Policy requires that this consolidation occurs within 24 hours of the incident. The
consolidation from paper to JJIS is validated by an uninvolved third party at periodic intervals as
part of BJJ Internal Controls procedures.

1.2 INSTRUCTIONS FOR COMPLETING THE BJJ PAPER INCIDENT REPORT.
1.2.1 Administrative Requirements.

1. Print legibly in blue or black ink when completing the incident
report. Do not use correction fluid, tape, or scribble over entries
to correct errors.

2. Document the events as they are observed or experienced. Do
not guess about what might have happened or attempt to predict
what may happen in the future.

3. Use language familiar to the general public. Avoid using jargon
or slang. If using an abbreviation in the narrative, write out the
abbreviation the first time it is used. For example, use Life Safety
Unit (LSU) instead of LSU.

4. If a mistake is made, either start over or line through and initial
the content of the incident report that is in error.

5. Use full names (first and last) of youth and staff when listing
those involved. When referring to youth and staff in the narrative
section, using last names (Staff Jones, Youth Winslow) is
acceptable as long as names remain clear.

6. If there is more than one item, be specific. For example,
instead of “Youth grabbed and twisted my leg..” “Youth grabbed
and twisted my left leg.”

7. When describing actions associated with assault, describe the
nature of physical conflict in detail. For example, “...Youth
Reynolds punched Youth Smith in the stomach who then grabbed
Reynolds dragging him onto the floor in the dayroom. Smith then
crawled on top of Reynolds and punched Reynolds in the face until
staff Adams and Carter pulled Smith away ...”

8. Normally, either a youth on youth assault or a fight occurs, but
not both. Code one or the other to avoid duplicating the same
event.
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9. When documenting medication issues, include the medication
name, dose, and when the dose was due. For example: Youth
John Doe refused his Noon 50mg dose of Ritalin.

10. Ensure that for each case where the youth is restrained, that
restraint start and stop dates and times are included. This may
require initially submitting the paper incident report reflecting the
starting date and time of the restraint and then documenting the
ending date/time of the restraint as soon as possible, but at a later
time. Separate times are required for each type of restraint
(Physical and mechanical).

11. Ensure that for each case of isolation and/or confinement, that
entries for each of the youth who is confined and isolated along
with the start and stop dates and times are included. This may
require initially submitting the paper incident report reflecting the
start of confinement/isolation and then documenting the end of the
confinement/isolation as soon as possible. Separate times are
required if the isolation type or reason changes.

12. When completing the incident report, check all applicable
characteristic checkboxes. The Noncompliant in Program
checkbox should be checked as appropriate. Note that use of
these boxes may trigger the need to complete restraint,
confinement/isolation, or medical data.

13. For incidents involving restraint, assault (including fights),
isolation/confinement, suicidal behavior, ensure that any injuries
are documented.

14. For incidents that include injuries, include all applicable
information including date and time that medical treatment was
provided, the name and position of the treatment provider, and the
type of treatment provided.

15. Any staff who participates in an incident or supervises youth who are involved
in an incident must complete an incident report prior to the end of the shift and
route the incident report to the supervisor.

Juvenile Justice Information System Manuals

111



1.2.2 Step Sequence for Completing the Paper Incident Report.

Complete the paper incident report before the end of the shift. Use the step
sequence as a guide. Different step sequences based on the nature of the
incident, facility, and personal experience with incident reports are acceptable.

1. Complete base information (Who, Where, When)

Individual (Last Name, First Name)
Facility Name

Incident Date and Time

~ooooTw

Write the incident report details

Code the main incident report characteristics
Code the youth specific characteristics
Restraint

Isolation/Confinement or Seclusion
Due Process

Interventions

Injury

Seen by Medical/Medical treatment

pwnN

~Poo0oTw

No o

understanding/knowledge/new facts

Check the Youth, Staff, Other checkbox

Location in facility where incident occurred

Names of youth, staff, and others that are involved

Review, sign, date, and submit to on-site supervisor for approval
Update conditional data (ending isolation/confinement, removing restraints)
Edit data-add, delete, or modify information based on

Note: Because the original incident report author and a supervisor have signed for the
content in the incident report, any additional information should be written on the back of
the incident report form. If there is a major change to the incident report, either have the
original author and supervisor correct the report or complete a new incident report form
with an explanation to the original incident report form. Staple together both forms.

Note: Because the paper incident report was designed to fit on one page, cases where
more than one youth or staff are involved in special characteristics will involve using
additional pages and checking the narrative continued checkbox on the paper incident

report form.

1.2.3. Paper Incident Report Field Grid

Entry Name Entry Required

Remarks

Incident Date Date of incident

Time Time of incident

Individual Main subject of incident

Normally the person who is the
cause or who makes the
incident occur; usually a youth

Y outh/Staff/Other Check the applicable box

For the individual above

Facility Facility Name

Name of licensed facility, for
WJ Maxey Boys Training
School, use Woodland East or
Woodland West

Location Where the incident occurred

Within the facility (e.g, Living
Unit, Pod, Wing/Hall, Cottage
Youth room, Class room, Gym,
etc.)
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Incident Details

Narrative account including
situation and result of incident;
include detail for injuries and
medical attention

Information observed or
experienced about what
happened.

Narrative continued

Check if more than one paper
form is needed

Denotes continuity onto
another incident report form

Interventions Applied

Check applicable checkbox for
each youth as appropriate

Specific to each youth listed in
the incident; for some youth,
may be blank

Due Process Hearing
Requested by Supervisor

Check if Due Process Hearing
is requested

Code Violation

Enter appropriate code for
offenses violated

Alphanumeric codes linked to
offenses at the facility

Characteristic Checkboxes

Check each and every one that
is appropriate

Check all that occur during the
incident; should match content
in the narrative. Ensure
compliance with definitions in
this manual.

Physical Restraint Checkbox

Check if a physical restraint
occurs (one for each physical
restraint in the incident)

Each youth physically
restrained in the incident
requires a sheet that has this
checkbox checked

Physical Restraint Supervisor
Notified Initials/Time

Fill out if a physical restraint
occurs (one for each physical
restraint in the incident)

Initialed by person notifying
supervisor and time is the time
when the supervisor is notified.

Mechanical Restraint
Checkbox

Fill out if a mechanical restraint
occurs (one for each
mechanical restraint in the
incident)

Each youth mechanically
restrained in the incident
requires a sheet that has this
checkbox checked; can be
checked along with physical
restraint checkbox (as
appropriate)

Mechanical Restraint
Supervisor Notified
Initials/Time

Fill out if a mechanical restraint
occurs (one for each
mechanical restraint in the
incident)

Initialed by person notifying
supervisor and time for time
supervisor is notified.

Transport/Behavior Checkbox

If at Woodland Center, follow
facility procedure, if elsewhere
fill in for behavior

Uses of mechanical restraint
for transport do not require an
IR; transport=off campus

Hands/feet/mechanical
restraint type

Complete for each youth who
is mechanically restrained as
appropriate

Additional sheets may be
required.

Confinement used

Check the checkbox if the
youth is isolated or confined in
his/her own room or an
isolation room

Confinement used/Supervisor
Notified (Initials/Time)

Fill out if the confinement used
checkbox is checked

Confinement reason

Check one and only one of the
checkboxes

If reason changes, document a
separate confinement with its
own start and end date/time

Own Room/Isolation Room

Check the checkbox as
appropriate; if room changes
from one to other, add a
continuation sheet to IR to
document both

East Williams at Adrian and
Life Safety Unit Pod 3 at
Woodland Center are isolation
rooms. If Own Room/Isolation
Room changes, document a
separate confinement with its
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own Room Type, Reason and
start and end date/time

to program or going to another
type of room confinement

Time IN Time entering the room Should match facility logging
form/log
Date IN Date entering the room Should match facility logging
form/log. Must be same or
after Date of Incident
Time OUT Time leaving the room to return | Should match facility logging
to program or going to another | form/log.
type of room confinement
Date OUT Date leaving the room to return | Should match facility logging

form/log. Must be same or
after Date of Incident and Date
IN

Injuries to Individual

Check one of the six
checkboxes

If application of restraint is
checked, ensure that type of
restraint (physical or
mechanical is coded on the
incident report. If victim of
assault is checked, ensure that
assault is coded on the
incident report

Medical Attention Required

Check if medical attention
required

If this block is checked, ensure
narrative describes when
treatment was provided, what
type of treatment was
provided, and names of any
medical and/or mental health
personnel involved.

Injuries to Others (Last Name,
First)

Fill in name (May be youth,
staff, or other (e.g. volunteer)

This is for injuries to those

other than the individual above.

Other identifier checkbox

For injuries to those other than
the individual in the individual
field at the top of the incident
report; check the checkbox if
youth, staff, or other.

If injuries occur to more than
the individual and one other
person, add additional forms to
document the injuries in this
block

Nature of injury

Check one of the six applicable
checkboxes

If application of restraint is
checked, ensure that type of
restraint (physical or
mechanical is coded on the
incident report. If victim of
assault is checked, ensure that
assault is coded on the
incident report

Medical Attention Required

Check if medical attention
required

If this block is checked, ensure
that the narrative describes
when (date/time) treatment
was provided, what type of
treatment was provided, and
names of any medical and/or
mental health personnel
involved.

Reporting Staff Signature

Signature of person writing the
incident report

Reporting Staff Typed or
Printed Name

Name of person writing the
incident report.
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Date of Report Date incident report was made.

Supervisor Signature Signature of on-site supervisor | On-site supervisor
reviewing the incident report

Typed or Printed Name Name of on-site supervisor

Date of Review Date that on-site supervisor is
reviewing the incident report

1.2.4. Numbering Paper Incident Reports.

1. Write a unique identification number in the upper left hand corner of each paper
incident report form that is used as follows:

A two digit facility code

A two digit code for the month of the year (01=January, 12=December)

A two digit code for the day of the month (01-31)

A two digit code for the sequential number of incident report form used with that date (01-
99)

Note: The sequential number code resets with each new date. That is, if there are five
paper forms with date of incident as 10 March, their sequence numbers would be 01, 02,
03, 04, 05. 11 March incident reports would start with 01, 02, 03, etc.

Facility Codes are as follows:

Facility Facility Code Number
Adrian 11
Bay Pines 12
Nokomis 13
Sequoyah 14
Shawono 15
Woodland East 16
Woodland West 17
Academy Hall 18
Arbor Heights 19
Flint House 20
Parmenter House 21
Pine Lodge 22

Example: Incident Report 13051204 is a Nokomis incident report that occurred on 12 May
and was the fourth paper incident report form written for a 12 May incident.
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1.2.5.

JJIS.

Consolidating Paper Incident Reports Into the Computerized Version (CV) in the

During consolidation, multiple paper incident reports are reviewed and merged into an
accurate unified summary or Computerized Version (CV) of the incident in the JJIS. All
paper incident reports are consolidated, whether one paper incident report or several
apply to the incident. If only one paper incident report exists, then consolidation consists
of reentering data from the paper version into the JJIS. Follow consolidation rules as
follows:

Note: Paper incident reports are considered source documents that feed the CV.
Consolidators should not add, delete, edit, or otherwise change information in the paper
incident report. Errors in paper incident reports should be resolved prior to entry into the
Cv.

Note: In several cases, consolidation involves forming a union of all common information
from several paper versions and reflecting these in the CV. Where the term union is used
for these rules, union is the sum of the items in each group with common items listed only
once). . (Thatis, if one version has J. Smith and T. Jones and one version has J. Smith,
T. Jones, and E. Fisher, the CEV should include J. Smith, T. Jones, and E. Fisher).

Note: Ideally, all paper versions of the incident report should be nearly identical. If the
versions are sufficiently different to make consolidation difficult, the reports should be
checked to see if they are from different incidents. If this does not help, contact the
supervisor who signed the reports to attempt to achieve clarity.

Note: Do not attempt to correct, edit, or fill in missing blanks on paper incident reports
unless you wrote the report or were the supervisor signing the report.

1. Earliest time/date rule. For cases where the time or date of incident are not the same
on different paper versions, check to ensure that each paper incident report in fact belongs
to the incident in question, then select the earliest time/date.

2. Youth involved union rule. For cases where there are more than one incident report
and listed youth involved are not the same, use the union of all youth in each paper
incident report form. (For example, if IR 1 has Youth A and B, IR 2 has Youth A,B,C, and
IR 3 has Youth B and D, the CV should reflect Youth A,B, C and D).

3. Staff involved union rule. For the names of staff involved, use the union of all staff
involved in each paper incident report version. Unless an incident occurred for one staff
by themselves or for a youth who was not supervised by staff, there should be at least one
youth and one staff listed.

4. Selected best narrative rule. For the incident report narrative, use a word-by-word
transcription of the incident report details from any one paper IR version. Place the
date/time of the paper IR, and the name of the staff authoring the IR in the narrative to link
the transcribed narrative with its paper version. Do not attempt to use narrative from
multiple IR or create new narrative in the JJIS narrative.

5. Characteristic coding union rule. For cases where the coding of characteristics from
the main page of the incident report is different, use the union of all the codes on the paper
incident report forms. If a coded characteristic checkbox is not checked on at least one
paper incident report form, it should not be checked on the CV in JJIS.
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Note: The incident report details and coding when viewed as a whole provide a true and
accurate description of the incident. However, when written properly, the narrative should
be sufficiently detailed and complete to support coding of relevant characteristics.

Note: Differences and inconsistencies should be detected and resolved by the author and
supervisor who writes and approves the paper incident report. Persons entering the CV in
the JJIS are performing collating and consolidating functions and should not add or delete
content from the incident report details or characteristic coding.

Note: For youth in isolation or confinement, the duration of isolation or confinement may
extend beyond the period where incident reports are consolidated. Facilities should
establish procedures for updating the original paper incident reports and adding this
information in the CV as soon as it is known. The JJOLT Residential Report for
Isolation/Confinements can be run periodically to identify these occurrences.

6. Longest Duration Rule. In cases where the incident report forms have different
durations of restraint or isolation/confinement for a youth, consult the applicable restraint
or isolation/confinement log for the proper values. If a conflict remains, use the duration
that is longest.

7. Restraint union rule. In cases where paper incident report forms contain differing
information regarding restraints, use the union of all restraints.

8. Injury union rule. In cases where paper incident report forms contain differing
information regarding injuries, use the union of all injuries.
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1.3 INSTRUCTIONS FOR COMPLETING THE JJIS INCIDENT REPORT.

Note: If more than one youth escape at one time, enter a JJIS Incident Report for each
escaping youth to parallel the practices for Escape Notification and Escape Reporting.
This is a special exception to normal consolidation practice.

For a Youth on Youth Fight, the fight is considered one incident with two or more youth
involved. One fight may produce several paper incident reports but should produce only
one JJIS Incident Report (CV). For fights, selection of the primary youth field in the JJOLT
incident report is at staff discretion, does not imply culpability or causality, and should not
be used as a basis for imposing discipline.

If a JJIS Incident Report is entered in error, contact the JJIS Help Desk for assistance in
deleting the incident report.

1.3.1 Procedures for Entry of Incident Reports in the JJIS.

Group the completed paper incident reports together by incident.
Write the number of the paper incident report on each of the paper
incident report forms; each form should have its own unique number.
Enter the JJIS to create incident ieports from the Client Select Menu.
Using the Quick Navigator drop down menu, select Select Client using
the pick arrow. Scroll down to and select Current Incident Report.
On the screen that appears, select the facility name from the Drop Down
Menu, then click on the teal hyperllink Click here to add New Incident
Report. The incident ieport front page will appear.
Enter the number of paper incident reports written on the incident (for
example, 1, 2, 3, etc.) in the appropriate field. The default value is one.
Enter the identification number for each of the paper incident reports
separating each entry with a comma. The number of identification
numbers should match the number of paper incident reports.
Enter the facility name, hall/pod/wing/area, room or location, incident
date, time of the incident, and date the hard copy incident report was
completed. Dates require (MM/DD/YYYY) format and times require 24
hour format.

a. The first location field is the living unit where the youth or staff

is assigned. At Woodland Center, this should be the Pod

b. The second location field is the location where the incident
oCcCurs.
Enter the number of staff and youth involved. Default values are 1 and 1;
at least one staff or 1 youth must be involved. Ensure that numbers of
names of youth and staff involved match with the numbers of youth and
staff involved.
Click on Save Initial Data and Continue.
Complete the narrative and code the characteristics check box (es).
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Note: The Noncompliant in Program checkbox is automatically checked

since most incidents are indicative of non-compliance. If not checked

on the paper Incident Report, (such as for a youth injured by accident

during recreation), the user should uncheck this checkbox.

Complete Staff Reporting Incident Select Save. Complete Save

Confirmation.

Enter additional data or modify existing data using the Incident Report
Edit function.

Note: When entering youth or staff involved in the incident report, enter

the Primary Person Involved first. The following sections assume a

youth incident with one staff involved. Youth and staff involved may be

added in any order.

Select Click here to add Youth, Staff, or Other Persons to UIR.

Enter the type of incident: Youth, Staff, Other

Note: The type of incident should be selected for each person. Making

this selection will sort the person entered into the appropriate section of

the incident report.

For a youth entry, type in the youth’s first few letters of the last name,

click Enter, then select Click to Select

For the youth or staff that is the source or cause of the incident, check

the checkbox to indicate the Primary Person Involved in the incident.

Note: For assaults, the perpetrator should be designator as Primary
Person Involved.

Check the checkbox if restraints are involved (Physical or mechanical or

both) for the person in question.

Enter restraint, confinement, isolation, and medical data as applicable.

Then repeat for each youth and staff involved.

Note: If the youth is involved in multiple periods of isolation or

confinement (e.g. behavior management followed by due process

isolation), enter the youth and document the first isolation, then enter

the youth a second time to document the second period of isolation.
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1.4 PERIODIC THIRD PARTY VALIDATION OF CONSOLIDATION FOR INTERNAL
CONTROLS.

In order to show appropriate internal controls for incident reports, each facility must conduct a
weekly independent validation that all paper incident reports have been properly consolidated into
CV in the JJIS. This validation must be conducted by a facility staff who was not involved in
writing the incident reports or consolidating them into the JJIS. A written certification statement of
the completion of this validation should be documented in writing and retained at the facility for at
period of two years. In order to assist in this validation, use the JJIS Report, Incident Report
Consolidation Summary which will provide information for a date range of interest that documents
incidents chronologically for the following data:

Number of paper incident reports summarized (based on numerical entry in the field)-None
if field left blank

JJOLT Incident Report Main Form Number

Paper incident report numbers entered into the JJIS field

Person saving the Incident Report

Whether the incident report was entered within one day of the incident

Whether the incident report was entered within seven days of the incident.

Note: The Incident Report Consolidation Summary is dependent on information entered in the
JJIS The report assists but does not by itself prove that consolidation is occurring correctly.

1.5. EXTRACTION OF INCIDENT REPORT DATA FOR TRANSFER FROM JJIS TO
PERFORMANCE-BASED STANDARDS (PBS).

During April and October, BJJ high and medium secure facilities perform a month long data
collection for use in preparing the PbS Facility Site Report. PbS processes the information
extracted from JJIS incident reports and converts the information into PbS incident reports.
Because all BJJ facilities enter incident reports in the JJIS throughout the year, this extraction is
transparent to the large majority of BJJ facility staff. With appropriate adjustments, data from JJIS
Residential Reports can be used to track some PbS Site Report Outcome Measures on a
continuous basis.

1.6 REPORTING OPTIONS USING INCIDENT REPORTS.

Internal Controls- Incident Report Consolidation Summary.

This report is run as a facility report. The report assists facility staff in conducting the third party
validation of consolidation of paper incident reports into the JJIS CV. The user selects a date
range and the report prints out to display the matching of the JJIS CV with its paper version
counterparts. A facility wide percent match is also calculated. This report is only applicable for
paper incident reports entered into the JJIS.

Incident Report Facility Summary.

This report is actually a summation run from the Client Select Menu. The user selects the incident
report tab, then enters their facility name and a date range. The result is a chronological listing of

incidents with a short narrative and status of the corrective action for that incident report. Clicking

on the edit button will cause an expanded view of the incident report to appear.
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Incident Report by Shift and Characteristic.

This report is run as a facility report. The user sets in a date range and the report summarizes the
counts for each incident characteristic by shift and total during the date range. The report also
includes average facility population and total days of care for the date range. Counts can be
divided by total days of care to obtain rate-based outcome measures.

JJIS Residential Reports

These reports are a series of incident reports by incident type run as facility reports. They are
found on the user’s JJIS Custom Reports menu and compile based on the user security access.
Each report prints out incidents of type in chronological order with the involved youth name, JJIS
Mainform number, JJIS Detailform number, and other incident specific data. For example, for
mechanical restraints, the type of restraint, location of restraint, and start and stop times of
restraint are included as well as if the incident contained injuries. Residential Reports aggregate
youth related information from a personal standpoint and work in tandem with the Incident Report
by Client feature available from the Client Menu.

JJIS Monthly Business Reports

These reports are run as facility or Central Office reports. For incident reports, the reports created
are for Isolations, Confinements, and Isolations and Confinements within a date range.

Incident Report by Client
Incident Report by Client is an option that allows the user to select a youth and date range and
chronologically display incident report text for incidents where the youth is involved in that date

range. Incident Report by Client is a feature that can be used when reviewing youth performance
for treatment planning, court hearings, and preparation for release.

1.7 DEFINITIONS

Note: The definitions in this manual were derived from work with the JJOLT
Team and PbS Glossaries. When writing incident reports, these definitions are
to be used for proper coding of characteristics. Questions regarding coding

should be resolved by referring to the definitions in the manual.

Abuse: Any act or failure to act on the part of a direct care staff or caretaker, which results in
death, serious physical or emotional harm, sexual abuse, or exploitation, or an act which presents
an imminent risk of serious harm. For the purposes of PbS, count only cases of abuse that have
been confirmed or substantiated by an outside investigation, usually a state-level child protection
agency, attorney general’s office, or agency internal affairs.

Abuse/neglect: An act or failure to act on the part of a parent, caretaker or guardian which puts
a youth at risk for serious physical or emotional harm, sexual abuse or exploitation, death or
another act which presents an imminent risk of serious harm to the child. All allegations of
abuse/neglect are investigated by the Children’s Protective Services workers. Abuse/neglect
allegations can cause removal from the home of all youth and placement into the Children’s
Foster Care system.

Accident: An unintended, unforeseen, unexpected, and unpleasant event or occurrence due to
horseplay, daily activities, or recreation that results in personal injury, loss or damage. Such
accident may occur as the result of actions by another youth, staff, or visitor.
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Alcohol/lllegal Drugs: All consumable alcoholic beverages and/or any drug or narcotic not
specifically prescribed by a physician or other qualified medical personnel.

Assault: Any instance in which a youth or staff member is involved in a physical conflict with
another individual(s), even if no one is injured. This includes unprovoked and provoked attacks
and sexual assaults. Distinctions should be made between assaults and fights where fights are
defined as mutually instigated attacks. This distinction was made for analysis purposes to further
define assaults. Assault outcome measures will combine these events to create a single score.

Assessment: An examination, more comprehensive than a screening, performed on each newly
admitted detainee soon after arrival to the facility. It usually includes a review of the medical
screening, behavior observations, an inquiry into mental health history, an assessment of suicide
potential, and an assessment of education levels and competencies. Health and mental health
assessments are to be conducted within 7 days of admission, substance abuse assessment
within 14 days of admission and educational assessments within 30 days of admission.

Attempted Escape: Any unsuccessful effort or plan to flee from custody or supervision of an
institution, training school, detention center, from someone assigned to supervise the youth, or
attempts to flee during transportation.

Average Population: Average (or arithmetic mean) population of a Bureau of Juvenile Justice
(BJJ) facility. This is calculated by summing the daily population for each day of the reporting
period and then dividing the result by the number of days in the reporting period.

Behavior Management: Activities undertaken by DHS personnel to control the behavior of and
the application of sanctions to youth placed in DHS operated programs to teach them to accept
responsibility and demonstrate appropriate behaviors. A system of rewards, incentives, sanctions
and consequences used to decrease antisocial and disruptive behaviors and increase appropriate
pro-social behaviors.

Client: Refers to the youth.

Code Violation: Alphanumeric code that identifies an alleged major or minor offense within the
youth disciplinary system

Community Justice Center (CJC): Structured low security programs that assist youth released
from higher security level residential facilities integrate into community life in a gradual manner.
Formerly known as half-way houses or residential care centers.

Confinement: Instances in which a resident is confined for cause or punishment in the room or
cell in which he or she usually sleeps, rather than being confined in an isolation cell or room. See
room confinement

Contraband: Any item(s) introduced or found in the facility, including improperly possessed drugs
(whether illegal or legal) and weapons, that are expressly prohibited by those legally charged with
the responsibility for the administration and/or operation of the facility.

Detention: Facilities that provide short term detention services. Youth placed in these programs
are detained while awaiting court action. If these youth are charged, adjudicated, and determined
to require residential placement, they will be placed in a treatment program. Detention programs

normally have a program security level of high.
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Due Process: A system for protecting the rights of youth who are subject to involuntary room
confinement. Due Process Isolation is the use of room confinement as a disciplinary
consequence after a due process hearing.

Duration: Length of time, normally automatically computed when start and stop times are
entered for periods of restraint, confinement, or isolation.

Direct Care Staff: Staff members who have routine contact with youths, including Youth
Specialists, Youth Aides, teachers, chaplains, group leaders, social workers, counselors, nurses,
and other staff who supervise the youth.

Environmental Health/Safety Problem: Any unusual event in the facility and/or vicinity (i.e.,
severe weather, chemical spills, ice, broken glass, etc.) that poses a risk to the physical well being
of persons in the affected area.

Escape: To flee from custody or supervision of an institution, training school, detention center,
from someone assigned to supervise the youth, and the unlawful departure of a youth from an
institution or from custody while being transported, or failure to return to the facility while on leave.

Escaped Youth Returned to Custody: Youth returned (voluntarily or involuntarily) to the facility
from which they escaped, or to another custodial location such as a county juvenile detention
facility.

Facility: Name of the facility.
Facility Capacity: Licensed total capacity of an individual facility as approved by Licensing.

Failure to Comply: A youth’s refusal to obey facility rules or staff directions that results in an
unsafe environment and rises to the level of an incident.

Fight: A subcategory of youth on youth assault. A fight is defined as a mutually instigated
assault between two or more youth.

Gender-Specific: Programming and activities that are designed, trained, administered, and
evaluated based on the unique characteristics, developmental needs, and learning styles of a
specific gender.

Group Confinement: When a group of youth are placed in their rooms during an investigatory
(including searches) process or for protection. While a characteristic checkbox is included in the
incident report, group confinement requires a multiple page paper IR to document the
confinement of each youth who is confined. A group confinement is one incident with multiple
confinements.

Horseplay: Wrestling, rough contact, or roughhousing between youths that rises to the level of
an incident but is not considered assault by staff.

Inappropriate Language: Use of profanity. Use of racial, ethnic, or gender-based slurs or
epithets. Use of slurs with the intent of demeaning one’s religion, heritage, or sexual orientation.
Use of language in a manner intended to demean, degrade, or harass.
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Incident: An event or crisis that may compromise the safety and security of staff and residents,
and requires staff response and written documentation. Such events occur within the facility
(although they may be precipitated by events outside the facility) and may involve staff, youth, or
others. Examples include assaults, escapes, evacuations, vehicular accidents, abuse/neglect,
disturbances, or riots. Incident also refers to situations of environmental risk, such as broken
glass, blocked emergency exits, etc. Some incidents may be resolved without injury to staff or
residents. However, some incidents may result in injury, the use of restraint(s), and/or the filing of
misconduct charges that may result in punitive sanctions to youth or disciplinary action to staff.

Incident Rate: The rate at which a type of incident occurs within a facility. This is determined by
summing the total number of incidents within a given period of time, dividing this number by the
number of days of youth care during that period, and finally multiplying the total by one hundred.
The rate is then expressed as the number of incidents per 100 days of youth care. For example,
in a facility that provided 1800 days of care in a given month, and also experienced thirty incidents
during that month, the incident rate would be 1.66 incidents per 100 days of youth care
((30/1800)*100). This procedure, while complicated, provides a measure of the incidents at
facilities, regardless of the relative size of the facility. The process is based on the nationally
recognized Performance-Based Standards project.

Injury: Any instance in which a youth, staff member, or visitor is hurt even if treatment is not
provided. This includes minor injuries such as scratches or swellings, injuries from
assaults/fights, accidental injuries from playing sports or other environmental hazards, and cases
where a youth or staff member is injured during the application of restraints.

Intake Watch or Isolation: Use of a designated area or room confinement to provide dedicated
observation for a youth who has been newly admitted to the facility.

Intervention: Actions taken by the staff to respond to youth behavior. One or more interventions
may be applied to a youth.

Isolation: Any instance when a youth is confined alone for over 15 minutes in a room other than
the room or cell in which he or she usually sleeps. For the purposes of PbS data collection, this
does not include protective isolation (for injured youths or youths whose safety is threatened),
program separation, routine isolation at the time of the youth’s admission, or isolation that is
requested by the youth. (See also Room confinement)

Lost Keys: Any keys, personal or work related, that are lost on site or work site keys which are
lost off-site.

Lost Tools: Any tools lost on the work site.

Mechanical Restraints: Mechanical devices used to prevent an uncontrollable youth from
injuring himself/herself or others. Mechanical restraints may only be used for short periods of
time. Restraints should never be used as punishment or misconduct. Examples of mechanical
restraints include handcuffs, ankle chains, and padded or soft restraints.

Med Count Error: When the number of dosages of a labeled medication package is noticed to
not correspond with the recorded amount on the Medication Administration Record. For
example, if there were 30 doses of antibiotic X and documentation that 5 had been dispensed, a
count should result in 25 remaining doses. If the count was not equal to 25, this would be a med
count error.

Medical Attention: Medical treatment dispensed by a physician, nurse, or physician's assistant,
or at WJ Maxey Boys Training School (a Medical First Responder (MFR))
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Medical Watch or Isolation: Use of a dedicated area or room confinement for a youth who is
unable to participate with their group for medical reasons (e.g. flu).

Noncompliant in Program: A youth’s refusal to obey facility rules or staff directions that results
in an unsafe environment, and rises to the level of an incident. (See also Failure to Comply).

Other: All individuals who are not neither resident youth nor full-time facility staff. "Others" may
include student interns, guests, visitors, contractual staff, and non-facility state/county employees
(such as JJS workers).

Other Contraband: An incident report checkbox to be checked when contraband other than
weapons or illegal/drug/alcohol is discovered. For example, unauthorized food in a youth’s room
would be other contraband.

PbS Youth ID: A random number assigned to youths by the facility. For BJJ purposes, the youth
JJIS ID will be the PbS Youth ID.

Physical Restraints: Facility authorized and trained holds used by staff to subdue an otherwise
uncontrollable youth in order to prevent the youth from injuring himself/herself or others.

Primary Person Involved: A selection applied to one person in the incident report. Primary
person involved in the major driving force behind the cause of the incident. Normally primary
person is a youth, but in the case of staff accidents or visitors, primary person can be staff or
other persons. For fights, which are mutually instigated, primary person should be assigned
arbitrarily unless it is obvious who should be primary. The assignment of primary person in a fight
does not of itself imply greater guilt or fault, and should not be used to justify more severe
consequences.

Property Damage: Willful destruction, damage or misuse of property belonging to the State,
County, or another individual. Destruction of clothing, books, and other items and materials
issued to youth as part of their stay at the facility is considered property destruction.

Qualified Staff: Unless otherwise specified, the term “qualified staff” refers to workers who meet
the federal, state or local qualifications to perform a certain facility function (e.g., administer a
health assessment.)

Refused Medication: Any time a youth refuses prescribed medication regardless of the reason
for the refusal.

Room Confinement: Instances in which a resident is confined for cause or punishment in the
room or cell in which he or she usually sleeps (own room), rather than being confined in an
isolation cell or room. Resident maybe transferred to a designated unit for confinement (e.g., a
segregation or program separation unit.) Room confinement may occur in locked or unlocked
rooms but cannot occur in large dormitories. (See also Isolation)

Scarring: See Tattooing/Scarification.

Screening: Administration of a tool to identify persons in need of more in-depth evaluation or
treatment (US Dept of Health and Human Services, National Strategy for Suicide Prevention, p.
202). A screening instrument, using standard forms and following standard procedures, used to
identify immediate risk-suicide, health, mental health, substance abuse and educational needs
upon arrival of a newly admitted youth to a facility. At minimum a screening includes an interview,
guestions or test of a youth and review of available records in accordance with a screening
instrument and relevant policies. Screenings should be administered by trained and qualified
staff.
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Self-Injurious Behavior/Self-Harm: Youth engaged in behavior that causes harm and is
indicative of a youth not effectively dealing or coping with the events and activities. Youth
engaged in self-injurious behavior need to be referred for additional mental health services and
require increased frequency of monitoring and supervision. The various methods by which
individuals injure themselves, such as self-laceration, self-battering, taking overdoses, or
exhibiting deliberate recklessness. (See Suicidal Behavior and Suicidal Ideation below.)

Sexual Misconduct: Any sexual language or behavior, whether assaultive or not, occurring
between youth and youth, youth and staff, or between youth and other persons.

Staff Directed Restraint: Any restraint conducted by a peer group on a peer which is directed
and supervised by a staff member.

Staff Involved in an Incident: Staff who are present and participating in the incident as indicated
by their actions and/or verbal behavior.

Staff Restraint: Any physical restraint executed by staff members only.

Staff Sexual Misconduct: Any sexual language or behavior, whether assaultive or not between
youth and staff

Status Offense: Acts or actions which, if committed by an adult, would not be considered a
crime, e.g. running away from home, school truancy and disobedience.

Suicidal Behavior: Suicidal behavior includes attempted suicides, suicidal gestures, self-
mutilations, intentional injuries to self, and developing a plan or strategy for committing suicide.
Unlike suicidal ideation, suicidal behavior usually involves some overt action or thought by youths,
indicating intent to injure or kill themselves. Suicidal behavior does not include tattooing or gang
rituals involving scratching or cutting (scarification) (see Injury). All other instances of self-
mutilation and of suicidal gestures must be classified as "suicidal behavior" because it is
impossible for facility staff to know the youth’s true motivation. For more information, see the PbS
Resource Guide, Suicide Prevention in Juvenile Corrects and Detention Facilities at
http://www.PbStandards.org.

Suicidal Ideation: Self-reported thoughts of engaging in suicide-related behavior. This means a
youth verbally expresses thoughts or fantasies about committing suicide or verbally expresses a
desire to kill himself or herself. This does not include cases where the youth develops a plan or
strategy for committing suicide, because planning suicide is considered suicidal behavior. US
Dept of Health and Human Services, National Strategy for Suicide Prevention, p. 203

Tattooing/Scarification: Self-inflicted, or youth-to-youth, permanent marking or cutting for the
purposes of adornment and/or expression of gang affiliation. This behavior is counted as an
Injury.

Theft: Taking property without the permission of the rightful owner.

Tools: Any instrument of work — such as a screwdriver or hammer — that is not commonly found
in the possession of a resident youth and is considered to be contraband.

Transport: Used in the context of youth restraint; transport coded restraints are distinct from
behavior restraints. A restraint for transport involved the use of restraints for a brief period of time
for on-campus or intra-facility movement where the youth is otherwise stable and compliant, but
the staff exercises personal discretion to apply restraints.
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Vacancy: a bed or “slot” that is not occupied by any youth and could be filled by an appropriate
placement from either the court or JJAU

Weapons: Any item, whether traditional or locally created, where use is intended to cause harm
and may be used to threaten the safety of others. Guns, ammunition, explosives, knives, sticks,
sharpened toothbrush handles, sharp points fashioned from the metal band off a pencil, shards of
ceramic, cutlery/silverware etc., should all be considered as weapons.

Youth: refers to an adjudicated minor who is or has been involved with the Courts and may be
placed with DHS for care and supervision OR supervision is retained by the Court

Youths Involved in an Incident: Youths who are present and participating in the incident as
indicated by their actions and/or verbal behavior.

1.8 INCIDENT REPORT BACKGROUND INFORMATION.

1.8.1 Discussion and Philosophy

Incident reports document and support the monitoring and improvement of conditions
of confinement in juvenile correction and detention facilities. Safe, secure, orderly
conditions of confinement provide an environment that supports effective and efficient
therapeutic treatment for youth and safe and rewarding working conditions for staff.
Incident report data provides youth numerical and rate-based information to monitor and
assess progress in reaching and maintaining desired outcome measures that serve as
indicators of facility performance. Staff can refer to incident reports to monitor youth
behavior on an individual basis for treatment planning, preparation for transition to the
community, and release from the secure facility.

The incident report is a factual recounting of an event and carries the status and
significance of an official statement. Each incident may involve one or more youth or staff
and is composed of one or more smaller events that are called characteristics. For
example, an incident may include a youth who is non-compliant in program, the youth’s
use of profanity, an assault by youth upon a staff, an injury from the assault, a restraint to
stop the assault, and a confinement to control the youth following the assault. Each of the
smaller events is a characteristic. In an incident report, each youth and staff is
documented within the context of the incident. For example, if three youth are
mechanically restrained as the result of a fight, staff code the incident as a fight, non-
compliance with program, and three mechanical restraints. If three staff are involved (for
example, in applying restraints, de-escalating youth, supervising the restraint), there are
three paper incident reports written, but there is one Computerized Version (CV) entered
into the JJIS. The CV reflects the names of the three youth, the names of the three staff,
appropriate descriptive narrative, and appropriate coding including the fight, the
noncompliance with program, and the coding for the three youth who are mechanically
restrained.

The relationship between the paper incident report form and its development in the
JJIS warrants special comment. In JJIS, the incident report consists of a main form and
may include one or more detail forms. The main form and detail form work in a hub and
spoke arrangement where the main form contains common foundation information
(Facility, Date/Time of Incident, Location, Person writing the IR, Consolidation Information,
narrative) and the detail form contains youth or staff specific information. For example,
youth restraints, youth isolations, any injury, and medical issues are delineated in the
detail form.
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As a general rule, since this is an incident report and not a youth report, as much
information as possible is loaded into a single incident report as possible. There may be
cases where there are exceptions but normally this rule will hold true. In cases where the
incident lasts a significant period of time, it may be prudent to end one incident for
reporting purposes and start another. In these cases, it is also prudent to reference not
only the incident in the narrative but to describe if the incident is also being documented
on a separate incident report.

Consider the example below:

A youth has been demonstrating consistent unacceptable behaviors that disrupt
group function. Various techniques are employed to resolve the situation within the
group, but the problems persist. A Special Behavior Plan is written that requires
the youth be removed from the group to receive individual treatment and
supervision. During the 12 days where the Special Behavior Plan is in effect, the
youth spends significant time away from the group and is subject to six different
periods of room isolation that vary in length between 2 hours and 18 hours. The
youth also requires mechanical restraint with handcuffs twice and refuses
medications on three occasions.

Comment: An incident report could be written to cover the whole 12 days or
separate incident reports can be written. The key points are to include all
reportable characteristics without counting the same event more than once.
Similarly, if a youth is isolated three days in a room for suicidal behavior on day
one, the correct course of action is to document one event of suicide behavior and
three days of isolation.

1.8.2 Data Accuracy.

The goal of data accuracy is to ensure that each incident is properly and uniquely
documented while conforming to common organization criteria including:

Definition compliance

Document completeness (reporting and administrative criteria)
Supervisory review

Numbering of paper incident report forms

Consolidating paper incident report forms

Entering the CEV into the JJIS within required time limits since the incident
occurred.

~PoooTw

Data accuracy is affected by several factors

RTP-(Real to Paper)-a measure of the ability to record what happened in reality on
the paper IR form. When this happens perfectly, a score of one is assigned while
when it does not happen at all, a score of zero is assigned.

DC-Definitions and Coding-Standard definitions are applied to observed events
that results in events being converted into data elements in a standardized
process. An out of control youth being handcuffed is coded as a mechanical
restraint. A perfect score is again equal to one.
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I-Inclusion-Measure of Consolidation (Paper IR to JJOLT IR); Maximum is 1

T-Timeliness-Measures completeness when the database is queried for
information of interest. RTP, DC, and | are expected to be near perfect after a
certain time.

Assuming full compliance with a incident reporting timeline set by policy, a
maximum score for timeliness is 1.

U-Unigueness-Measures that each incident is only documented once. Maximum
score is 1.

Data Accuracy can then be considered the product of these five factors and
accuracy of reports based on incident report data can be maximized by:

Real to Paper (RTP)-Documenting every appropriate event as an incident.
Definitions and Coding (DC)-Using a standard definition set and applying
definitions to observations correctly and consistently.

Inclusion (1)-Properly consolidating paper versions into their JJOLT version.
Timeliness (T)-Knowing that all applicable incident reports are resident in JJOLT
Unigueness (U)-Knowing that each incident is only documented once.

Data Accuracy = RTP x DC x I x T x U; Maximum Value is 1 or 100%
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JJOLT Incident Report Review Guide (Revision February 2006)

The following is a review guide for incident reports in JJOLT. The JJOLT incident report is a
summary of one or more paper versions of the incident report (PV). The JJOLT incident report is
a reflection of the information contained in the paper versions that are completed by staff.

1. Are entries for hall/pod/wing/area and specific room or location present and appropriate?
2. Does the number of paper incident reports and number of Paper IR ID numbers match?

3. Is the date/time of the incident logical (not in the future)( not the default 0000)?
Is the date the incident is logged on of after the incident date?

4. Is the incident entered into JJOLT within 24 hours of the incident (compare incident date/time
with JJOLT ID number (0622006ABCDEFGHXXXX) AB is month, CD is day of month, EFGH
is time)?

5. Is at least one youth identified in the Youth Data Section of the IR? Is the number of youth in
the Youth Data Section consistent with the youth identified in the IR narrative? For fights,
youth on youth assaults, and youth threatened by youth are at least two youth identified?

6. Is at least one staff identified in the Staff Data Section? Is the number of staff identified in the
Staff Data Section consistent with the staff identified in the IR narrative? Is the staff reporting
the incident listed in the Staff Data Section (required)?

7. lIs one person identified as the Primary Person Involved? Normally, the primary person is the
cause, reason, or source of the incident. Most primary persons are youth.

8. Review the narrative for content. Does the narrative answer all questions? Are abbreviations
spelled out the first time they are used? Is the narrative consistent with checkboxes that are
checked? Restraints should be identified as physical and/or mechanical. Assaults should
identify perpetrator and victim. Medication refusals should identify name, dose, and time of
medication. Noncompliant in Program should be checked for almost all cases other than an
accident. Is the use of LSCI documented where appropriate in terms of techniques used and
results? Term meanings must comply with the terms in this manual.

9. Checkbox checks-verify at least one checkbox is checked for each IR. Checkboxes are
independent (i.e. checking one checkbox does not mean that other related checkboxes can be
left unchecked)

10. Based on narrative content, are cases of suicidal behavior, self-harming behavior, and assault
addressed for occurrence of injuries and nature of medical treatment provided?

11. For injuries, is the source of the injury identified? Is the medical treatment provided
documented including date/type/by whom or the fact that there was no medical treatment
identified?

12. Do all mechanical restraints, confinements, and isolations have a starting date/time and
ending date/time? Are all end dates/times in the present/past?. Are any start and stop times
the 0000 AM Default? Do any duration calculations exceed 5 days (this may be indicative of
the wrong end date)?
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13. For each confinement, is the confinement reason and confinement type identified (multiple
reasons or types within a single confinement are not allowed)?

14. Is there a name in “Report Written By” (This should be the name of the person entering the
IR in JJOLT)?

15. Are there names for Reporting Staff and Supervisor at the end of the JJOLT IR (These
names come from the paper IR)?
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Juvenile Justice On-line Technology
JJIS
Training Manual
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Pre-Logon Basics

Start/Programs/Internet Explorer
JJIS Training Site: HTTP://JJIOLTTRAINING.FAMCARE.NET

JIIS Live Site: HTTP://Famcareaccess.com/JJOLT
JJIS Help Site: HTTP://JJOLTHELP.FAMCARE.NET

E-mail address: DHS- Project]JOLT@michigan.gov

The screen below is the sign-on screen for JJIS for DHS. Place your cursor on the line that states “Click
here to sign on to JJIS” and press the left button on the mouse or hit the “Enter’” button on the keyboard.

'3 FAMCare Systen - Microsoft Internet Explorer — ||f
FEile: Edit Wiew Favorites  Tools  Help |
) A Y TLeS <) ] ] S
i ; Back - (J - = “wl | ) search 5 = Faverites w‘ Media L1 = - .:‘
Address |g‘] https:ifiiol. Famcare. netfsecureindesx . htrm 'l a Go | Links ”| & snaglt |z

Qulestions or comments can be sent via E-Mail to the JJOLT help desk at
DHS Projectd IOl T@michigan gow o by telephone at 517-235-3537

Secure JJOLT Site

Privacy Policy
FANIT 5 ra@

Click here to sign-on to the Client Management System

Global Vision Technologies, LILT

This FAMCare® system is operated by the
Michigarn Department of Human Services.

|&] pone [T & [ mternet

This brings up the sign-on screen, as well as a gray screen that contains the “Redistributable Code Agreement.”
Click on the “OK” button on that screen, which will then leave the sign-on screen, as shown below.
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R Farcare System - Microsoft Internet Explorer _ = %]
| Fle Edt Wew Favortes Took Help |

| ek - = - @D A} | Dusearch GiFavorites AHistory | BN S [0 - 2

| address [&] hetpu okt Fameare.netjindes. i ~| @ |JL|nks ”|

3

FAMCare®

NT Service: Major.Minor.Revision: 6.0.54

Serial number for this site: 062: JJOLT
185 ot of 350 user licenses allowed

Help

User ID Sign-on to the Client Management System
Password Note: User ID and Password are case sensitive

If this is your first time accessing the system, you must change the

passwiord you were initially assigned. Your new passwiord MUST be
alphanumeric and at least six characters long

“You can change your password at any time (leave blank
New Password not to change?. yourp Y (

Confirm new password

FAMCare® is a Registered Trademark of
Global Vision Technologies, LLC - Nashville, TN - All rights reserved.

Browser Tips

@] pone [ [ e mmeme
{gBstart H W &3 @ || Blibox - ierose.. | Bssm | ity DevoiFeb .| W]zETM Feb 2001 . [[E T Famcare syst.. Jr B a21em

From this sign on screen, enter your user name (First Name-Last Name) and initial password you are given
(123456), then go down to “New Password” and create your new password. Confirm it, then click on the
“Logon” button. This will produce the main master session menu (next page). DO NOT CLICK ON LOGON
UNTIL YOU CREATE YOUR NEW PASSWORD. YOU MUST CREATE YOUR OWN UNIQUE
PASSWORD THE FIRST TIME YOU SIGN IN. THE PASSWORD MUST CONTAIN 6

CHARACTERS, OF WHICH AT LEAST TWO MUST BE LETTERS AND TWO MUST BE
NUMBERS.

You will then get a message that your password has been successfully saved.
Click to continue.

Juvenile Justice Information System Manuals 135



This will be the initial screen you view when you sign on. This is a client specific program and you must search

for your youth’s record.

<3 http: //development.famcare.net/defaulthtm - Microsoft Intemet Explorer

J File Edit “iew Favoites Toolz Help

Q 1 I

Seach  Favortes  History

B 3 T -

b il Print Edit Dizcusz  DellHome Real.com

I A T A

Back Farwa Stop Refiesh Home

J Address I@ http://devvelopment. famcarne. net/default htm

Quick Mavigator: [ (please selact) =l

Quick Client Access: Fill in field(s) below, using wildecards (e.g. L*) if necessary

s [
Last Marne: l—
First IMarme: l—
JATS Wumber: [
Micknames/ATA's: | {if wou wish to specify multiple aliases, separate with commas)
Birthday: li(must be exact, including year)
Find Client |

Help Creating a Client Record Go! Search Help ﬂl

Mew Client | ain benu

Display All Clients in Alphabetical Order |FI]1‘ care manager: |: (Please select) j

Display All Clients in Mumerical Order | For care manager: | (Please select) j

Display Clients with last names staring with: |

Display Clients with first names starting with: | I

]

|&] Dore l_l_le Internet

To generate a list of Clients using the “Quick Client Access” section, select a field (preferably Last Name) and
type the first few characters that are known, then add an asterisk (*), which is a wild card (for example Ja*).
This will produce a list of Clients that have those characters in common. Please search for as few
characters/letters as possible. This is very important when we have clients that have difficult spelled names, or
we have two kids with the same name, but different birthdates etc... When you get the screen that lists all the
records, you can see which clients are “active,” which are “enrolled” etc... To access a specific Client, click on
the “Access” button next to the Client’s number and name. This will bring up this youth’s record and you can

begin to add updated information.
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4 FAMCare System - Microsoft Internet Explorer provided by FIA-Net IE 5.01 SP1 gt X
File Edit “iew Favorites Tools Help |ﬁ
J = . @ fal ‘ Q 2| > ‘ B 3 £l i
Back Fonward Stop Riefresh Home Search Favorites Histary b il Print Edit
J Links
| address [@] hitp #/joltraining famcare netsindex him x| @6
| ¥

.% @h [Searchl || Yahoo! Companion: Signinl@Mv‘r‘ahoo! - cihlews - %7 Ertertainment - @Spor‘ts - @Shopping - it Finance = £33
Cuick Nawngator: I(please select) j
Client Listing
tain benu | Click here to return back to Menu |
N Last | First ) ’
Select |Type [Status|  Client# Name | Marme mWliSuffin)  BDate  |SSN Enrollment Althoriz
Access |
Access |
ACCess |
Access | . . Mo
lientActive 0629927601 JaggerJohn TI2211975 JJZMOERroliment]
Record
Access | X X y 456- |No
lientActive (0629927588 JaggerMick 8/31/1961 [78-  JJTMOEnroliment|CS470099999CS990012351||CS990012
9123 Record
1] I |
|&] Done ’_l_le Internet

If you do not see the
client’s name on the
list, please check
spelling and try
again.  Should you
still obtain no match
contact your system
support coordinator.
YOU WILL NEVER

ADD a NEW
CLIENT.
Quick Navigator

At the top of the main
screen there is a
“Quick Navigator”
bar. Clicking on this
field produces a small
dropdown menu of the
different areas for
which the wuser has
been granted access.
This allows users to
move around  the
system to  avoid
backing out of various

screens to reach the main menu. You can return to the “Client Menu” screen to search for another client, or you
can go to the Main Forms menu for the client you are currently working on, or you can Log Off the system. If
you see this Quick Navigator you always know you are in the main screen, and this is how you move

button at the top right hand side of your screen to close out, this

around the system. Do not use the

will take you out of the system, and you must start all over, and you may lose information you were

working on. The same is true for the “Back’ button, you may not save the information you were working
on. Get in the habit of using the Quick Navigator.
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Case Build Manual

JJIS Case Load Build- allows a worker or manager to build a case load of clients for easy reference, the
Case load can then be modified by the user to display range of information on clients in a chart form (e.g.

Gender, DOB, Race, and Religion). In addition, the feature includes icons within the case load screen
that allow the user ready access to client related forms (for example, medical, treatment, incident, and

education) without having to navigate through multiple screens and pushbuttons.

You will be able to access the case build after logging into the system, next to the quick navigator

73 FAMCare System - Microsoft Intemnet Explorer provided by FIA-Net IE 5.5 5P2 gt
J File Edit “iew Favorites Tools Help

S BT A S < B R I RS A B

Back Farmard! Stop  Refresh  Home Seach Favortes  History b il Print Edit

Address I@ hitps:Jjjolt. famcare. net/secureindes. him

J v| j [ Search | ) Block Popups ®_ Zoom -
JL\nks ADLforBroadband @FAMEarB Spatem

A/

(Cuick Mavigator: | (please select] = 5]

Juvenife Justice Online Technology, Department of Human Services, State of Michigan

Select Client 1. A. Quick Select Client
Waintenance 2. B Full Client Select Menu
Reports Menu 3. C Client Search Summation
Securty Setup 4
Systemn Utilities 5
Scheduler &
User Support 7
GWT Resources 8

Logoff FAMCare® 9

|@ hitps:/fjiolt.fameare. net/cai-bin/genfunc. exe PFULLFUNCTION "BLANKFOR MIFORMMNAME (CASELOAD CLIEEMTMEMUIRCCES SFORMICASELOAD CLIENTACCE ’_|—é_|ﬂ Intemet
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=3 FAMCare System - Microsoft Inteinet Explorer provided by FIA-Net IE 5.5 5P2 gt

J File Edit ¥iew Favorites Tools Help |
5 00 A Q@ m @B 9 A .
Eack Fanward Stop Refresh  Home Search Fawvarites  History Mail Print Edit
JAddress I@ hittps: A djiolt. farcare. net/ secureindes. htm j 6’ Ga
J Vl J o~ Search | & Block Popups &, Zoom =
J Links .AEIL for Broadband @ FamCare System
Duick Mavigator: | (please select] ==
Client Menu for Young, Keith =1
™ Include caseload of those who wark for me
1 ™ =
Ll 2] e @I A | & |21V 0 [ cee | 6e | G] S)

ou hawe no clients selected for your case load. If you'd like to build your personal case load list, search on clients below then Add them to your caseload. By daing this, you can build a
list of clients that will remain even after logging out. You can always remove and add clients to the list whenever you want

|

Quick Client Access: Fill in field(s) below, using wildcards (e.g. L*) if hecessary

SSh: |

|@ Done ]7|—;§|e Internet
In order to build your caseload you must search for the client you want to add, by usmg the search screen
at the bottom of the page.

"3 FAMCare System - Microsoft Internet Explorer provided by FIA-Net IE 5.5 SP2 gt

File Edit “iew Fawvorites Tools Help |
R Q o 3B I o -
Back Forerd Stop  Fefresh Home | Search Favortes History Mail Print Edit
Address [@] htps. /ol famcare. net/secureinder. him =] @6n
- ~| ~search | & Block Popups # Zoom —
Links 4 ADL for Broadband 4] FAMCare System

Quick Mavigator: [(please select) =l S
M‘ MI Click here ta return back to Meanu
Select MNaw Type | Status N(L:Jr"irfg;r NL:;; NFai"r_ﬁ; il Suffix | Birth Date Enrollment
%" i;‘dto Ca%e | ojignt|active (0621019634 [JJOLT  |amy Marnie 1£17/1989 Mo enrollment o
%" i;"c}o Case |ejiond|active 0521020788 [JuoLT |Andrew |Hemry | 111191989 e menr e
%" isdto Case |rjerg|active (0821020786 [JJOLT  |Arthur  [—hadwick 1271711987 |Swolment
|%° |i§dt° Lase ‘Chent Active ‘0621025115 ‘JJDLT ‘Bozo ‘ ’7‘4f111992 Egg'£522444
%" igdto Case oo |active (0621021128 [JJOLT |Dunstan  in7ross e
%" i;‘dto LA%€ | ojent|active (06210021234 |JJOLT Janie [ rransss et 14
%" igdto Case |ojior|active (0621003190 [JJOLT WOHN |G  |irrees e 11
%" i;‘dto CA58 | ojigr|active (0621010133 [JJolt | Justin C i1omoss e s o
|#&1 Done [ S @ Intemet

You can either click to select (view case record) or add to your caseload. By adding to your caseload, you
will begin the caseload build process. You also have the ability to select which fields you would like to
view on your screen. By clicking on the link next to the quick navigator, this will allow you to view your

summation screen of clients on your caseload.

Please see example on next page
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=l FAMCare System - Microsoft Internet E xplorer provided by FlA-Net IE 5.5 SP2 gt

File Edit Yiew Favortes JTools Help |
= - ="
= = _ 2 fal | 2 Eh=
Back \Feiirel Stop FRefresh Home Search Favorites  History M ail Print Edit
Addrass [E] https:/ it lamcare. net/secureindes. htm =l @6e
M ~| =sesrch | & Block Popups # Zoom -
Links SF§AOL for Broadband &1 FAMCare System
Guick Mavigator: [(please select) =l =
Client Mernu for Young, Keiti
T Include caseload of those who work for me
=l . = ] speclil .
e WOITT| 2] oo @ A | +* [V €] oo [ | v | | S
’; I Caseload User Last Name First Name Address City |State Zip |Gender Risk Lewvel Sec Lewvel Court Caseworker|Commit Date
g, i Keith-Toung JOLT by 12Z anywhere Flint h | 2000 * —
— \ keith-voung  UOLT  [Bozo 1234 tain Lansing 1 Hesos | §
et roung  WJOLT  lamie | |12s amatiea § | Moderate [Low h1e22 o
cithvoung  buart ustin 123 Pasture Lane anros i § ion Hion P—
Ke\\thoung JOLT  [MemTest [123 Grang st [Fint i kseos | #
= : JOLT  [Princess  [123 Anpwhere  |Lansing I bSs0s | §  Low Lo 1740 1zr7z00a
= T ]
| \ Enter Provider Grid Daily Expected Yacancies | Show all Current Yacancies ‘ =l
&] Done

[ S e et

To select which fields you wod like to view on your screen, click on the wrench which represent

(configure my caseload listing).

You can now double click on which fields you would like to view on your summation page.

73 FAMCare System - Microsoft Intemnet Explorer provided by FIA-Net IE 5.5 5P2 gt

JE\Ie Edit ¥iew Fawvorites Tools Help

& . F B -
Back Farmard! Stop  Refresh  Home Seach Favortes  History b il Print Edit

Address I@ hitps:Jjjolt. famcare. net/secureindes. him

j @Go

[SEARCH| ~ +| 2 5each Block Popups . Zoom -
[5€ARcH - [E2) ) 2

Links ADLforBroadband @FAMEarB Spatem

HE

Cuick Mavigator: | (please select)

DHS 7 BJ,

Client Menu ¥or Young, Keith

[ Include caseload of thosa who work for ma

[T 2] @R A

¥

e L
. i d
-

@S|

S

Clidk here to restart

Click on fields below in the order you wedld like them appear in your list

Field to choose from ields chosen for your list
Last Mame Last Mame
First Mame First Name
Al Address
Address City

ICiby State

State Gender [icon)
ender (icont

Sec Leval

Sec Date Updated

Dicle | onenl

L4

| Enter Provider Grid Daily Expected Yacancies

Showe all Current Vacancies

| =

3]

’_ ré_ |Q Intemet

At the bottom of your screen, there is a link that will allow you to save the list that you selected.
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At this point you can either view your case record or remove from your caseload

4§ FAMCare Spstem - Microsoft Internet Explorer provided by FIA-Net IE 5.5 SP2 gt

JE\|E Edit ¥iew Favorites Tools Help

S o BRI~ B R I BEs L= B e [

Back [armward! Stop  Refresh  Home Search Favartes  Histary il Print Edit
JAgdrESS I@ https: 4 Jjjolt. famcare. net/secureindes. htm j @ Go
J Vl j = Gearch | & Black Popups  ®, Zoom  +
J Links ADL for Broadband @ F&MCare Spstem
Cuick Navigator: |(p|ease select) =l =-
-
Client Menu for Young, Keith
[T Include caseload of those “work for me
=l = H ] ey spethil L
Ll @A [P Vi) |« |alo
Caseload User|Last Name First Name|  Address City |State| Zip |[Gender
Keith-voung  WJOLT  Amy 123 amwwhere  Flint Ml 48909 i |
Keith-voung  WJOLT  [Bozo 1234 Main Lansing M| 48208 '
52 keith-voung  MJOLT  lanie hza asdijla 2
”2‘ Keith-voung  WJolt dustin 123 Pasture Lane [Monroe (bl '
”2‘ Keith-voung  WJOLT  MomTest (123 Grand St Flint Ml 48503 i
S Meith-toung  WJOLT  Frncess (123 Ammwhere  [Lansing I Mgaca | §
Sy Weith-voung  WJOLT  [Rusty '
| Enter Provider Grid Daily Expected Yacancies | Show all Current Vacancies | =l

|@ Done

When you access your case record it will be shaded in gray. The icons across the top represent the
numbers on your forms menu, i.e. Intake summary, Treatment Plans, Service Plans, Education, etc.

Please see next page
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Back | Fowerd | Stop  Refesh  Home | Search Favortes  History il Frint Ecit
Addiess [£7 hitps:/iiol. tamcare. net/secursindsx. htm =1 &Ge
= ~] ~Search | & Block Popups  ® Zoom  ~
Links 38 A0L for Broadband & FAMCare System
Quick Mavigator: [ (please select) I= =k
DHS 5 BJJ
Client Meni for Yoiing, Keith
I Include caseload of those who work for me
= spashl -
coner| N U A | W o [ | e | @] S
Client Intake f Summanry L] e
caitnComplaint leaos | # 1y
» m‘AcceDtance MNotice: —— T
=" IOption Mo Longer MNeeded
feith-Provider Placements and Dates +
= (<eith- oLt Information ']
k= omoffense History o— Fy
— elationships
B> <eithl— = o Motes beoos $
== eith-lMmMediate and Significant NeedsiServices! ']
MO Enrollment {Disenrallment)
Create f Edit Client Record
Upload Client Image:
ﬁ.. Suthorize Additional Providers
Zare Manager Change
Senodrarm SSEE] YESERSIES Showy all Current Yacancies | =1
&1 Done

J e Edit ew Faovorites Tools ‘
- . Q @ BB .
Back FaranE Stop  HRefresh  Home Search Favortes  Histary b ail Print Edit
J Addiess I@ https: /ol farmcare. net/ secureindes. htm j @Gu
J [ISEARCH] ~ I j }-‘SE&ICH | 0 Block Popups &, Zoom +
J Links .AEIL for Broadband 48] FAMCare System
Quick Nawgator I(please select) El=

|»

DHS / BJJ

Client Menu for Young, Keith

[T Include caseload of thase who wark for me

% | L[| 2| e e s |
3 Caselosd UserL==/ ]S Senvice Plans b |Gender
= 7 keithveung  buoloUpRlemental Updated Service Plan oy $ I

- P Residential Treatment Plans i

- ° Community Based Treatment Plans

b Keith-reung BT assifi cation Assignment Report L]

= keithroung e/ COMMUNity Based Risk Assessment f

[ T etnveung Wolie2ds and Sirengths Assessment s 4

— Residential Risk Assessment

[ eith-Youna MOS0ty Level Matrix for Re-Offenders|™ $

PO keithvoung  lualClient Provider Grid Compare: §

reatmeant Program Termination Form

Enter Prowvider Grid Daily Expected Vacancies Show all Current Yacancies | =l

|@ Done |7|—[§|Q Internst
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For Managers and Supervisors, you will be able to view case records for all of your staff in the case build

format. Click on the name of the staff , then click here to refresh (caseload of those who work for me).

You will then be able to view the caseloads for each of your staff.
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<3 FAMCare System - Microsoft Internet Explorer == =]
File Edit Misw Favorites Tools  Help | o
ek - L) - 2] T | /_77 Search \i}( Favortes AP Media 42} | 2~ :_:/,/E/' 35
Aiddress [&] https: 1ot famcare. netsscursindes Htm Sl B |unks ?| ©sneane |
Cuicle Mawigator: I(please select) = %

Main Client Access Menu I

Show my caseload and [all whao waork for me (use ctrl to select/unselect multiple name, click frere to refresh list)

= « - spathl L
% |2I5] 2] e @UBMA| 2 | BV B )| 0 | 83D
:"J I | Caseload User Last Mame |First Name Birth Date Sender | JJOLT Mumber
L, |

g:% 'f:—é“ m Keith-voung baoLT Bozo 151992 ’ DE21025115

== Zf’“: T |keith-voung  buoLT Danie Fr3r1988 § pozioosiza

.@ s =

SETIF | I eeith-rouna sl Mustin romese | § pezioio1as

‘ Enter Provider Grid Daik Expected “Yacancies | Show all Current Yacancies

&] https:/fjjolt Famcare netfcgi-bin/genfunc exe?FULLFUNC TION~BLAMNKFORM|FORMNAME(CASELOADCLIENTMENU)| ACCESSFORM{CASELOADCLIENTACCE [& [# mternet |
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Once a client is released and no longer part of your case load, you can remove them from your list by

clicking on the trash can.

3 FAMCare System - Microsoft Internet Explorer provided by FIA-Net IE 5.5 SP2 gt

JE\Ie Edit %iew Fawvorites Tools Help

S 5 I B A N N I IR RS ER P A= B e

Back Farward! Stop  Refresh  Home Search Fawarites  History 1zl Frirt. Edit

Address I@ hitps: /jiclt famcare. net/secureindes. him

v| j [ Search | & Black Popups &, Zoom ¥

Links ADLfUrBrUadband @FAMEG[B System

Quick MNavigator: I(please select) d 5l

ent Menu for Young, Keith

Include caseload of those who work for me

OV o [ |

@S|

-

-
-
-

Caseload User |La: mme First Name Address City |[State| Zip |Gender)

it keith-voung AOIOLT  lamy 123 ampohere  [Flint i jsono | @
s Keith#bung JOLT Bozo 1234 Main Lanzing M| &2000 '
=

s eith-roung  UJOLT  Janie hz3 asdfjka 2
i keith-voung  [alt Uustin 123 Pasture Lane [Monres M1 §
LT Ieithvoung  buOLT  |MomTest [122 Grand st Fint  Mi Mesoz| @
i Meith-Young  WJOLT  [Princess [123 Ammhere  [Lansing|MI Mzoo0 | §

Keith-Young  WMOLT  |Rusty

¥

| Enter Fravider Grid Daily Expected Wacancies Show all Current Yacancies

|&] Done ’_Ele Internet
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Forms Menu

The top of the page contains the Client’s system-assigned number as well as name. The forms are organized
into categories. To open a form, select the category on the left column and then click on it, which generates
another list of forms. As each form is built, it automatically populates other required forms for this same Client.

a FAMCare System - Microsoft Internet Explorer provided by FIA-Net IE 5.5 SP2 gt

Edit “iew Favortes Tools Help ‘ﬁ

» . QD o | A @ | B Ei
ack [Farward Stop Fefresh  Home Search Faworites  Histary dail Frint Edit
JAddress I@ hitps:/ /jiolt famcare net/secureindex.htm ﬂ i Go
|Links #&]vahoo! Games
Quick Navigator: |(please select) =l
Case Progress Notes 8. N

Medical Information 9.
Clinical Information 10.
Education Forms 11.--—-> A_ Education History J
Special Education 12. 12. B. Enter Grades
Vocational Education 13. 13. C. Edit Grades
Court Information Menu 14. D. Test Battery
Community Based Services 15. E. GED Test Information
Special Access to Prosecutor F. Update School Information
Menu 16. G. Print Grade Report
Program Problem Reporting H. Print Grade Transcript

17. |. D5 Education Information
Trainina Reqistration / =]

|@ Done ’_Ia_lﬂ Internet
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Client Intake Forms (Menu Option 1-A)
Building a Client Record

The “Client Intake / Summary,” form continues for many pages. It is the critical form for entry into the system.
Note at the top of the form the Client’s current Security and Risk Levels. These are pre-populated from Risk
Assessments. There is also a box with the “Client’s Highest Adjudicated Offense,” which is pre-populated from
“Offense History.”
The top of the “Intake Record” form also shows links to various sections of the form, which are just shortcuts
vs. scrolling down the page. The “Intake Record” also contains links to several other screens that supplement
the basic Intake form. There are detailed “Help” screens that walk a user through the Client record building
process. Select the proper “Go” button for the necessary help.

=1=] x|
=2
=1 e | |
(Cuick Navientor: [(please select) =] iil
View Saved Focord in Printable Format
Intake Record
JJOLT Development Site
Help
Craation Current Risk Current Security
Date Level & Date Level & Dats Highest Adj. Offense
12/15/2000 Q
o Name Justice | Blind N/A
bt Client Number 0010000821 =] Ficnurm of Climst 0010000621
AKAs JAB
Lives with:
Address:
Domicile ;
Relation Type
Phone
P ' Date of Birth 10/12/1990 10 years, 6 months
i tabl Gender Male
SSN 008-50-0101
Status Active
Client ON
Status Date Enrolled
FAMCare # 0010000821
LIS FlA Number
| Hlenr Mafined #7 =
3} B remet
Whstort|| | L0 & 3 E5 || Efinbox - Marosor... | Eyesmi | B ey Dot ot .| B eaTH Feb 2001 . |[@ T FAMCare Syat... BB aasem

Other Links on the “Intake Record”

Other links are described below, which allow for more complete data entry during the Intake process. These
screens can also be accessed later through the “Forms Menu.”

Regarding all the items in this section, once input is complete, click on “Save” to save the input or the “Back”
button on the browser menu to cancel the input. An option exists on the “Save Confirmation” screen to also
print out a hard copy of the record. Completion of this task and hitting the appropriate button on the “Save
Confirmation” screen will take the user back to the “Forms Menu” for that Client.

Juvenile Justice Information System Manuals 146



Case Notes

Click on the Add Case Notes anywhere from within 1A, from 11, or 8B.
8. You will type in the date the case note occurred, time is optional.

9. Select the type of contact from the drop down box.

10. Select the contact person (you can select multiple people by hitting your control button and your mouse at
the same time to select or deselect multiple people). If your contact is not listed, you will click on Add
Contact, and refer to Parent Guardian info section to create a contact and relationship. Also you can check
whether the JJS was a part of this case note by checking that box.

11. Remarks are a brief description of the case note that will appear on your Plans. Description is a more in-
depth text of what occurred. Someone would have to open this case note up directly to get this description.

12. Select where you want this case note to populate i.e. Treatment Plan, Service Plan (for JJS workers only)
Medical etc... Most of you will always select Treatment Plans. (YOU MUST MAKE A SELECTION IN
ORDER FOR THE CONTACT TO APPEAR ON PLAN.)

13. There is a Private box these are notes that only you will have access to. No one else will even see that they
were created. This is generally used for the Clinical Psychiatric staff, but if you use this selection these will
not show up on Treatment Plans.

14. Your choice then will be to either Quick Save, which will then allow you to add another case note and so on
until you have added all that you wish, or Save/Close which will save that case note and return you to the
main form you were working on. (You can also cancel the case note and return to your form etc...) The
schedule button is not a functional part of the case notes section at this time. Your case notes that occur
within your Treatment or Service Plan reporting periods will automatically show up no matter where they
were created from provided that you follow the above-mentioned instructions.

Parent/Guardian Information
The “Parent/Guardian Information” link provides significant information regarding all contacts involved with
the Client and the treatment plan. Each Contact record will contain data regarding that person’s relationship
with the Client, privileges, role in treatment, demographics, insurance (if applicable) and possible restrictions
regarding visitation. This screen is also referred to as “Contacts” and “Contact Detail” under the “Intake
Forms” section on the “Forms Menu.”
Continue to Scroll through the Intake Record adding all information available. Case manager is the JJIS worker.
Committing County and Referring County, Committing Offense, Religion etc. At the bottom of the screen you
will see links for Offense History, Medical /Psychological Information, medication Information etc. Add all
information that you have available. If you do not have it, that is OK, only add what you know.

Previous Placements and Dates
The “Previous Placements and Dates” link produces a form used for placing the Client with service provider(s).
There can be more than one provider, as long as they are authorized; however, a primary provider must be
designated. (These can be automatically updated by “CMT Authorizations done by the JJAU.”) Note: The
System Administrator handles information regarding authorized providers and contract details. You must sign
this form to save it. If this is a new youth record and you know some previous placement history, please add
this. Always follow your screen instructions.
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Offense History
This form is self-descriptive, allowing for input of the Client’s offense history. For each Offense, and
Adjudication date and status must be filled in.

Physical/Psychological Information
This form is self-descriptive, allowing for input of the Client’s current physician and psychiatrist, the date of the
last physical exam, and notes. A link is also provided to the Medications and Immunizations forms.

Medication
The “Medication” form is used to document all medications prescribed for the client, including prescription
number, pharmacy name, referring physician, dosage and any special instructions. Each type of medication
requires a separate record, which can also be updated.

Immunizations
The “Immunizations” form is used to document any immunizations that the Client has received and also to
input those that are necessary but not yet received (or expired).

Immediate and Significant Needs and Services to be Provided
This form consists of text boxes for special notes regarding the physical needs of the Client and/or emotional
needs of the Client and parent.
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EDUCATION FORMS

3 https:/Ajjolt_famcare_net/cgi-bin/genfunc_exe?FULLFUNCTION "BLANKFORMIFORMNAME (SummationSchoolln - FIA-Net.__ =] B3

(=)

=]

‘ Tester, Christopher 0629927784 ‘ P
County: [Select =l

District: | Select County before selecting District =

Last School Attended: I J
School: |Select County, then District befare selecting Schoal ]
=

Last Grade Completed: [Sslect x|

Mo signatures--new form

Signature: |
Click onyour browiser's Back button to cancel this record or
Save |

= 88| |2

| LOSOII

€] Dore |_|_|Q Internet

= | Startl @ FasbdCare System - FIA-...I W Microsoft 'Word - jiolt 2., | EW Microsoft word - jialt m... II@hllps:HiioIl_[amcar... | NE= ? @ 353 PM

Last School Attended Information
To add last school attended information - 1A, 11A or 11F:
1. Select “Click here to add new school info”.

2. Select “County” from drop down list. The system will provide a list of districts within the identified county.

3. Select “District” from drop down list. The system will provide a list of schools within the district you
identified.

4. Select “School” from drop down list.

5. Select “Last Grade Completed” from drop down list 1-12 and Other. If you select “Other” tab to next box
and explain “Other”.

6. When data entry is complete, click on the “Save” button.

7. Save Confirmation Screen appears. Click gray bar at the bottom of screen “Click here to close this screen
and refresh summary”.
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Class Scheduler

You should begin the Class Scheduler process by identifying the

Subjects your respective teachers are certified to instruct in. This process will begin here:
Z} FAMCare System - Microsoft Internet Explorer

_ =1
File  Edit  Wiew Faworites Tools Help | o
G Back - q |_L| |:LI _:\J /7 ! Search ‘- = Fav\'ltes w Media ‘\?. | T R - 'Si
Address [&] hetps: ol Famcare..netisecureindes htm \ =1 Go | tinks > | (&Snaglt '
\ =
COuick Mawigator: I [please select) =
Juvenile Justice Online Technology. Department P Human Services, State of Michigan
Class Sche%%lgr Functions 1. A. Teacher Subjects
glect Client 2. B. Sciypol Scheduler Function
Scheduler Reports 2. C. Student Class Assignment
0. Class Attendance Entry
E. Class Grade Entry
;l
|&] pone l_l_Ela Internet I}

After you select Teacher Subjects, you will arrive at the following Screen, which initially, unlike this one will
be blank.

Edit  “iew Fovorites

FEile
= L = =] E=R - B
Back Forvard Ste R Home | Search Favortes  Histom Mail Print Edit Ica Lite
Address [©1 hitps.2/iioh famoars.net secureinder, ntm =1 oo [|Links »|
[Tuicle IMawigator: | (please select) =

Teacher Subjects

T D O o

| IESTEETENNETE T ) Kol =RE N == |

Edit leacher Schedule Course

Edit Anthony-Deflorio woc Ed

Edit Betty-Henderson Middle School

Edit Bettv-Henderson Other

Edit Betty-Henderson Lang Arts

Edit Betty-Henderson Mzth

Edit Betty-Henderso, Social Studies

Edit Cheryl-Claybor Other

Edit Cheryl-Clayborn Science

Edit Cheryl-Claylorn rAiddle School

Edit Cheryl-Scott Other

Edit Chicquita-adam Middle School

Edit Chicquita-Adarm: Other

Edit Chicquita-adarm: Lang Arts

Edit Chicauita-Adarm: Math

Edit Chicquita-adarm: Social Studies

Edit Clark Sprastz Othar

Edit Donald-Treharne Middle School =1
&1 Done
B Stant | @510 Weicome |[ETFAMCare @Ermlpw‘se,

Next as you can see you|will add each respective teacher for as many subjects as they are eligible to teach.
Note, “Betty Henderson’{ appears on this list for multiple subjects.

Next, we will examine the actual form used to enter the respective teacher and their areas of expertise:
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As you can see this form is relatively brief and to the point. It appears at this point that we are only listing the
General Subject

for Wthh the teacher is certified, and not the specific course.

R bl A /RUIL L .an o reot A Cui-Lindusnfun exeZFULLFUNCTION ~BLANKFOR MIFOR b NAME (S uss

mativrT cacherS - Miviosull Intoimest Exoluses

o Dol Fiecord in Primoble Cormot |

Daefirre T eoeaclher Gerrseral Sirbhjeoect Categories
[a/mnsznna |

Teacher Ceneral Subj t
[Hondoreon Bot, (BotHondoroon =1 [Cang Arto =1

Course

Saved by Tammy-Witte of Admin Master (CSQ90012256), not sianed 4/20/2002 10:46: 17 Al
Signature
Click on yvour browwser's Back button to cancel this record or
Seve | Delsta

&7 Done
i S tan | @5 100 welcune | & FAMCas Se.. | TR Giostaive -

[ [ES [a intemet
| _mar micioson o | St il Fron. <t | EE] Flae - i | 48] Task Marau, |[Earapsrriio_ [<B N F E2oFH =43 Fm

After you have completed this process for all of your teaching staff.
You are now ready to proceed to the School Scheduler Function:

3 FAMCare Systen - Microsoft Internet Explorer /

— =] =]
File Edit Wie Faworites Tools Help | :,'

GBack - \_) - |£| IELI /..7\' Search \.'/'-‘\'/ Favorites wMedia €?| - \._’9_ - ‘E‘/

Address IEJ htkps:fyijolt. Famcare.netfsecureindex. htm LI - Go | Links >

6Snag1t =1

Quick Mavigator: | (please select) = =

Juvenile Justice Online Technology, Department of Human Services, State of Michigan

Class Scheduler Functions 1. A Teacher Subjects
Select Clent 2. B, School Scheduler Functio
Scheduler Reports 3. O Student Class Assignmen
O, Class Attendance Entry
E. Class Grade Entry

=i
|&7] pone ’7 E |4 Internet

Now, at this point you select School Scheduler Function and proceed to select the appropriate marking period to
edit, or create a new form if this is a new schedule.
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As you can see from the following illustration, we have already created several school schedules, so we will
proceed to edit an existing Schedule. The school periods are user defined. The Teacher Block information is
basically accomplished by listing each teacher for the number of subjects they are endorsed to teach per class

Address [£] htps: ol famcare net/secureindes. htm
[Duicke NMavigator: [(please select] =1
School Schedules
Create New Form
Edit Copy Schedule Marking Period Dates
Edit Copy Summer2 2004 B6/20/2004 —- 8/20/2004
Edit Copy Summer 2004 S5/3/2004 - B/25/2004
Edit Copy winterz 2004 3/1/2004 - 472242004
Edit Copy wiinter 2004 1/5/2004 - 2/28/2004
=1 (2 [ Intemet
M Stan| @100 wWelco.. [[E1FAMCar. . @R Groupwis.. | EMail From: .| @1RAaNet-.. | &) Task Man.. | @7]hupsiick..| &1 hwesidiioh. | B Microsort ... | |6 N F 2ol 598 P
period (for combined level campuses).
care_net/cai-bin/genfunc.exe?FULLFUNCTION“BLANKFORMIFORMHAME(S um choolSc - Microsoft Internet Explorer p
View Sewed Record in Printable Formet
Define School Schedule
Name of Schedule (FALL 2002, SPRING 2003, ETC) [Summer 2004
Marlking FPeriod for this schedule: Start Date:|5/3/2004 End Date IE/EE./ZDEM
School Periods
Create MNews Block
Block MName %l T W R F I T W R F  Period Times
st Hour pas > pes > pes > pes ps > > B85 o 2108
Z2nd Howur has o has o has o has H o X 9:08 to 9:58
2rd Hour pas > pas > pas > pas H > o 10:01 to 10:51
“th Hour > > Bt > > > > X > 1054 o 1144
Sth Hour P > P > P > P ps > > 1152 o 12:42
&th Hour pas s pas s pas s pas ps s X 1245 o 1:35
Tth Howur has o has o has o pas H o X 1:38 to 228
Sth Hour pas > pas > pas > pas H > o 231 to 221
Teacher Block Information (for above blocks)
Block Teacher Subject Course Maximum Students Skill Level
1st Hour {Click to add new teacher) Anthomy-Defloric Woc Ed 10 kded
Donald-Treharne Math 10 Med
Cheryl-Scott Other 10 Med
Mayada-Shafie Lang Arts 10 Med
Dol nalchan = 1n hAcd
&7 Done |2 4 Intemet
M Stant| #5100 wel. | E1FaMCar.. | BRGroupwi.| EhMailFro.. | @1FIaNet - &]Task Ma.| @Thtps i | &1 htps:ii.. | B Microso it |[ETnupss . [N F @l sa0Fm

In the event teachers are not teaching combined courses across class periods it would not be necessary to enter a
teacher and their respective content area but once for the “Block Hour.”

For example in its present configuration at the Maxey Campus Donald Trehame could conceivably - in his first
hour class have youth enrolled for Math, and also Middle School. Needless to say, this type of configuration

involves much more labor to input, as for each class period you could have to enter each teacher multiple times.

After you have completed this process you should save the form in question until you are ready to resume this
process.
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Now you are ready to begin scheduling students to their respective classes,

A FAMCare System - Microsoft Internet Explorer provided by FIA-Net IE 5.5 SP2 gt

File Edit Yiew Favortes Tools Help ‘
= =" E= )
= =S D ol B~ S ~ Wi
Back Foryszrd Stop  Refresh  Home | Search Favortes  History Mail Prirt Edit IC Lite
Address [&] hups: jolt tamcare. net/secursindes htm ~] @G |J Links >

CGuick Mavigator: [(please select)

=

Class Scheduler Functions 1
Select Client 2
Scheduler Repaorts 2

A
=]

O
E

Teacher Subjects

School Scheduler Function
C. Student Class Assignment
Class Attendance Entry

Class Grade Entry

Juvenile Justice Online Technology, Family Independence Agency, Stale of Michigan

B EERE BE

&] Dane

[ &[4 Intemet

@A start| #% 00 wel |[ETFAMC. | @ Goupwi | EhmMailFo. | @FeNet- | @1Task Ma. | &7https i | B Microsont | &7 hitps i |

[<E-N P BafE 555FM

Again, depending on your school enrollment, this process would most likely have been worked out on paper, or
by some other paradigm prior to entering this information on to JJIS.

The actual process looks like this:

FAMCare System - Microsoft Internet Explorer provided by FlA-Met IE 5.5 SP2 gt

File Edit Yiew Fawvorites Tools Help |
w e ah ‘ B |- S e
Back Fommard Stop Refresh Home Search Faworites  Historp b il Print Edit ICQ Lite
| Address [£] htps:sjiol famcare. net/secureindes: him ~] @aGe |j Links
Quick Mavigator: | (please select) =1
Student Class Assignment j
Block General Subject [Teacher E:\:gl gzﬁems g’é"hr;e;ut:gd
|1 st Hour (5:15-9:05) |Lang Arts |Betly—Hendersun |Med | 10
[1st Hour 8:15-2:05) | |Lang Ans [Elizabeth-Cooke [Med [ 10
The Youth Names would be [1st Hour 8:15-2:05) | [Lang Ans [Elizabeth-Garvey [Low [ 10
dlsplayed here, but have been [1st Hour B:15-2:05) | [Lang Ans [Elizabeth-Szabo [Low [ 10
omitted to ensure conﬁdentiality. [1st Hour @15-2:05) [Lang Arts [Jaseph-Michals  [Med [ 10
1st Hour (8:15-9:05) |Lang Arts Kevin-Harp hed 10
1st Hour (8:15-9:05) |Lang Arts Linda-Talbhot hed 10
1st Hour (8:15-9:05) |Lang Arts Mayada-Shafie hed 10 1
1st Hour (8:15-9:05) |Lang Arts Sheila-Ogrady hed 10
1st Hour (8:15-9:05) | |Math Donald-Treharne |hed 10
1st Hour (8:15-9:05) |Math Mark-Snabes Loy 10
1st Hour (8:15-9:05)  |Math Richard-tulder hed 10
1st Hour (8:15-9:05) | |Math Sheryl-Diamond | |ked 10
[1st Hour (8:15-9:08) |[Middle School  |[Betty-Henderson [Low [ 10
[1st Hour (8:15-9:08) |[Middle School  |[Cheryl-Clayborne [Low [ 10
[1st Hour (8:15-9:08) |[Middle School  |[Chicquita-Adams [Low [ 10
[1st Hour (8:15-9:08) |[Middle School  [Donald-Trehame [[Low [ 10
T s T [1st Hour (8:15-9:08) [[Middle School  |[Elizabeth-Cooke [Low [ 10
I [Farkas ke (Pod 101 (067 1003319 [1 et Lmwiw oe1s moncn hdidaie oatenat [ [ [ 1N =
&7 Done [ & @ Intenet

ghstar| @icow. |[E1FaM..  EGoun. | EimMaiFr. | @]Fanet | £Task M| @]ntpsss. | BF Micos. | @] htes |
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Class Attendance Entry

=} FAMCare System - Microsoft Internet Explorer _=2] =]
File Edit ‘Wiew Favorites Tools  Help | 'E.
@Back - O - E @ \r_h‘pSearch ‘it‘g’Favorites *Media @‘ D_%v “I*_‘ﬁ - \_J .‘ﬁ
Address IEhttps:,l',l'jjolt.Famcare.net,l'secureindex.htm ﬂ Go | Links ** @Snaglt E’l
Duick Wavigator: |(p|ease select) j =l
Juvenile Justice Online Technology, Department of Human Services, State of Michigan
Class Scheduler Functions 1. A Teacher Subjects
Select Client 2. B. School Scheduler Function
Scheduler Reports 3. C. Student Class Assignment
D. Class Atteq\?jfmce Entry
E. Class Grade Entry
|
@ Done |_|_|—[§|0 Internet I
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e QL QI B S~ EEN

Quick Navigator: |(please select] =]

Class Attendance Entry

(Please select)
Sequoyah Center (C5470201401)

Woodland Center (C5470245817)
Provider

Code:

Marking
Period:

Dm1all:|—Treharne vl

Starting |
date:

Number |—
Days: )
Abbreviated s
description?:

ISummer 2004 j

Shnw Censns ﬂ
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I.TE. Documentl - Microsoft Word

File Edit ‘iew Insert Format Tools  Table  Window
DSHaSESR_RY LB2RT o-

-4 Mormal + Arial, - Arial

-3 -|B I g|§
BH v Bl B OEZ.

Help

Bl T e - 3E,
=sl0-Z-A-.

Cu r

e POE =4

==l x|

Twpe a question for help

- X

EFinaI Showing Markup = Show = | & B & - 5KF - | ﬁ - ;% =3
|Z|q""'"1""&"2""'"3"""'4""' '_ZI
. 08/31/2005 to 08/31/2005 For Shannon-Jones
Z B3
. Wed
[ |
. 1stHour
- Reading 008, Bth Grade u Present jl j
|
: 15t Hour Present - -
. Reading 008, 8th Grade I JI J
|
i Znd Hour Present = -
) Science 008, General 8th Grade I JI J
= I
- 2nd Hour Present - -
Science 008, General Bth Grade I JI J
2nd Hour
B Stience 008, General Gth Grade u U jl j
-
5 06721015335
o ‘Science 008, General 8th Grade u Absence (Excused) jl Other j
|
: 2nd Hour Present - =
Science 008, General 8th Grade I JI J
= TR
Wed
| -
. 2nd Hour Present - - +
t_r Science 008, General 8th Grade I JI J @
- I I =
=@(E|= 4| b
D By | Auoshapes N W [ O SEE > Z-A-=
Page 1 Sec 1 1j2 fil Ln Cal REC TRE E=T OWR 1]
The student’s name will also appear above the class hour and name, located to the left of form.
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Class Grade Entry

5]
File: Edit Wiew Favorites  Tools  Help | .','
O Back - \_/J - Iﬂ IELI ;\J | /7 ) Search ":'/'1\'/ Favorites w Media é“? | - \. = - ‘i“
Address I@ htkps: friiolt. Farncare. netisecureinde . htrn LI Go ||-il'lk5 i ﬁﬁnaglt =1
Quick Mawvigator: |(P|9359 select) - =
Juvenile Justice Online Technology. Department of Human Services, State of Michigan
Class Scheduler Functions 1. A. Teacher Subjects
Select Client 2. B School Scheduler Function
Scheduler Reports 2. C. Student Class Assignment
D, Class Attendance Entry
E. Class Grade Eﬁry
=l
’7 El% Inkermet Il

|:& pone

a FAMCare System - Microsoft Internet Explorer provided by FlA-MNet IE 5.5 SP2 gen
J Eile Edit  iew Fawvorites Tools Help |ﬁ
= Eh~ = =A

< »,@@|@.@ -

J Back = = =1 Stop Fefresh Home Search Fawvorites Histone I =il Frint Edit
JAQC’FBSS I@ https A fjjotfamcare netdsecureinde=. htm vI = Go |J Links

Quick Navigator: |(please select) =1

(Please select)

Sequoyah Center (C5470201401)
Ywoodland Center (ZSA70245817)

Provider
Code:
Marking
i S r2 2004 -~
Period: B d
Teacher: Dl:lnaldfTreharne vI
Show Class Listings I
=
=
L=
1
|@ Done Eli Internet
| Stﬂrtl mGrDupWise—Mailbe II@ FAMCare Syste WMichsoﬂWDrd—Cla...I |Nﬂ ﬁb @ 948 Akd
157
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General
Subject

Janie JJIS (Woodland Center)

Course Course Teacher Grade Credit Hours

Social Studies  Social Studies 105 - U.S. History Chiquita-Adams : Select j I I

Course Comment Codes:

: Select j
: Select j
: Select j
: Select j
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Report Individual Student Grades
Select Enter Grades - the following screen will appear.

Janie JJIS XXX-XX-3459
W2345678W 1/18/1989

062314598 16 years, 0 months

7/15/2005 12/31/2009

o e

Public/Private Facility Public School

I Woodland Center j

Osborne, Gail

-~
j Select Marking Period, or Enter Dates
| 10/31/200¢ | 12/22/200¢

(Please select)

Begin Date: End Date:

Enter the Grade Information, leave unused sections blank

ral Subject Course Course Teacher Grade Credit Hours

Ise select) + || Select General Subject « || (Please select) - : Select -

Course Comment Codes:

: Select j
: Select j
: Select j
: Select j
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To enter grades:

1. Choose School Type: Public/Private Facility or Public School
2. To select facility or public school from drop-down:
e Type the first letter of facility or school
e Press the “enter” key and select from drop-down list.
3. To select contact person:
e Type the first letter of the contact person’s first name
e Press the “enter” key and select contact teacher from drop-down list.

NOTE: Teacher’s name will not appear on drop down list unless a Security Agreement has been
completed.
4. Input “Marking Period” beginning and end dates.

5. Select General Subject i.e., Lang. Arts, Math, etc.

6. Select the course name from drop down list. The Course Code/Name should coordinate with the general
subject matter selected.

7. To select the course teacher:

For Public/Private Facilities

e Type the first letter of the course teacher’s last name press “enter”. Select course teacher from drop-
down list.

For Public Schools
e Type the course teacher’s name, last name first.

8. Select grade from drop down selection.
9. Input credits earned. Credits earned cannot exceed total credits allotted for course.
10. Optional — Enter total hours student participated in subject.
11. Select Course Comment Codes — you can select up to four different comments.
12. Enter Next Subject — Repeat Steps 5 —11. You can enter 1 — 10 different subjects.
13. Sign using your password.

e Click on the “Save” button.

e Save Confirmation Screen press “Click here to continue”
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Create Grade Report Header

School and/or Center Secretary input information at the beginning
or end of marking period for Public/Private facilities with on-
ground school.

“3 FAMCare System - Microsoft Internet Explorer =] =l
File  Edit wiew Faworites Tools Help | f,"
0 — a ;
- &Y - a N ) il ¢ i i . - = . 2
G Back =) = (ul | o~ Search ‘-‘./\f:’ Favorites w Media {:{ | = .:i
Address I@'] https:fjjcl. Famcare. netfsecureindesx . htrn ;I Go | Liriks »| @-Snaglt &'
Quick Mavigator: | (please select) =l E

Juvenile Justice Online Technology. Department of Human Services, State of Michigan

Class Scheduler Functions 1.
Select Client 2.
Scheduler Reports 2. A School Schedules By Teacher
E. School Schedules By Student
Z. Create Grade Report Heade@
E. Forms testing mode On
F. Forms testing mode Off

[&] pene [ [ [5 [ mternet

1. From the Quick Navigator
o Select Class Scheduler (the above screen will appear)

2. Select #3C Create Grade Report Header
3. Select Create New Form (the screen on the next page will appear).
4. Choose School Type: Public/Private Facility

5. To select facility from drop-down list:

e Type the first two letters of your facility.

e Press the “enter” key and using down arrow select your facility from drop-down list.
6. To select contact person:

e Type the first two letters of the contact person’s last name.

e Press the “enter” key and select contact person from drop-down list.

7. Input “Marking Period” beginning and end dates.
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8. Click on the “Save” button.

9. Save Confirmation Screen press “Click here to continue.”

EOFﬁce @ & 2w e Microsoft

A} https:{ fjjolt famcare_net/cgi-binfgenfunc.exe?FULLFUNCTION“FORMSLISTIFORMNAME (ReportGra.. [IlJ[E]E3

Marking Period Header

Choose School Type: « Public/Private Facility

Contact Person: (type and press enter)j

Marking Period: Begin Date:| End Date:|
Signature: |

Click on your browser's Back button to cancel this record or

Save |

A | 2l
|$:| Dane ’_|—£|_|* Internet

iR Stanl & |FAMCare System - .. | B¥F MicrosoftWord - Gra...”@ https://jjolt famc. . ‘ NS T8 1015 am
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#} JJOLT Development - FIA-Net IE 5.01 gt [_ =] x]|B

J File Edit “iew Fawortes Tools Help |
N A Q @@ @ | B g9 =,
Back [EEprwEtel Stop Refresh  Home Search Fawvorites  History hail Frint Ecit

JAQdVESS I@ hitp://jioltdevelopment famcare.net/ ﬂ ™ Go H Links

Quick Navigator: | (please select) =

Click here to go to Report Queue 2]
Class/Teacher Marl'_ung Grade |Credit Comments
Period

Math 100 - Readiness |1/51/2002
Cheri Hutek o =
B 5/31/2002

- Makes Good Use of Tim
Reading 100 - 1/31/2002
Readiness - B+ 5 Respectgjtlu'gc::tasrd S
Craig Sparks 5/31/2002
Social Studies 100 -
Time, chronology, 1/3/2002
awareness of past, - C+ 3
perspectives 3/31/2002 -

|@ ’_’_|¢ Internet

%l Stan| [ Microsoft vord -jjalt...”@ JJOLT Develop...

To Edit Grades
Select Class/Teacher — click on green hyperlink

1.

Eal

Edit grade, credit etc.

Save

Close this screen and refresh summary
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To print Grade Report:

You can print the report from 11G or 11A Grade Report/Transcript Section - select “Print Grade Report”. The
following screen will appear.

/] FAMCare System - Microsoft Internet Explorer provided by FIA-Net IE 5.5 5P2 ge= |QI @IW'X'I%I@'@'E L] WEE

JEiIe Edit Miew Fawaortes Tools Help

S W QA G P B 5
Back Py Erd Stop  Refresh  Home Search Favortes  History tail Print
JAQIdreSS I@ https: ##jiolkt famcare. net/secursindex. hitm j @Go |J Lirks
Quick Navigator: | (please select) =l =
Report Grades

0621003134 JJOLT, Janie

Fillin this information and the click on button to proceed
Heow do yol want your results: || Snapshot (Best, slower, requires snapshot viewer) =

Marking Period Start: |

|
|
|
‘ Marking Period End: ||
|
|

Summary Only: || Do NotInclude D Summary with Grade Fepart »]

Fun Report |

Return to kMain kMenu |

|@ Dione I_la_le Intermet
g start| [ Grouphwise - M... | EDHSNet - Micr...| B Micrasoft word...| [ @ ]FAMCare Sy... NPT 253rM
1. Type in start date of marking period.
2. Type in the end date of marking period.
3. Click “Run Report”
4.

Report Submit Confirmation screen will appear choose “Click here to View Report Queue”. The first
report is the report you requested.

hd

Select “View Report” the Grade Report for the period selected will appear.

6. Select picture of printer in the lower left-hand corner of screen to print.
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£ https:/ fjjolt.Famcare.net,/DYNIMAGE, 41676.RTF - Microsoft Internet Explorer

File Edit ‘iew Insert Format Tools Table GoTo  Favorites  Help

==
&

Q- Q- [x] B &

pSearch "&Favorites wMedia @

Mo e ® )33

Address I& https:ffjjolt. Famcare. net/DYNIMAGE f4 1676, RTF

@Snaglt E"

Links **

jGo

e B OB OEZ .

Grade Report

MName: JJOLT, Janie
OHS # WAaRTE9W
JJOLT # 0625897849

DOB: 4/1/1992
SEM: 3001234

Eacility, Woodland
Wing:

Contact Persaon: Jeff Bush

Marking Period: 1/3/2003

Ta; 3282004

- O

Course Course Course Name Grade Credit Haour

. Comments:

Credit GPA: R
= @

3 ¥
= e(E]= 4 »
@ ’_ |_|—[§ |Unkn0wn Zone I
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D5 Education Information

This information is linked to the Strength and Needs report that is completed by treatment worker. D5 is the
education information to this report that the Education Department provides input to the Initial, Update and

Release Treatment Plans.
treatment worker reports.

D5 — Education — Initial Report:
1. Go to Education Forms — select D5 Education Information

2. Select Create New Form

The Education Department can maintain their separate report and update the

3. Date of Report — The system will auto-fill with current date. (Note: Use current date or enter date of

Strengths and Need’s Report.

with the last updated D5 report.)

/4 https:/ Zjiolt.famcare. net/cgi-bin/genfunc_exe ?FULLFUNCTION “BLANKFORMIFQO=

0627003134 JJOLT, Janie

RSP SN BN ] M S

[ |

D5 Education

Date of Report: |1a"1 2{2005

Special Education © Yes & MNo

Title | Eligible © Yes © Mo

education services.

Check all that apply for youth:

Education for the youth only. Assess the youth's education status at the time of arrest. Use the checklist at the
end of the guestion to indicate the youth's history in education Indicate if the youth is certified for special

I El (Emoctionally Impaired) Rule
3401706

[ Cl{Cognitive Impaired) Rule
3401705

T OHI [ Otherwise Health Impaired)
Rule 340 1709(a)

M SLI{Speech and Language
Impaired) Rule 340 1710

[ LD {Learning Disabled) Rule
3401713

I TEl {Traurmnatic Brain Injury) Rule
3401716

I HI (Hearing Impaired) Rule
3401707

T Al {Autistic) Rule 3401715

1 (Wisually Impaired) Rule
3401708

4

[T PI{Physically Impaired) Rule
3401709

S

|@ Dane

I_la_le Internet

iﬂSlartl @GroupWise-M...l @DHS-Net-Micr...l WMicrosoftWord...l @FﬂMCare S_'.-'SIE.-.lI@https:ﬁiiolt.... |<EJ$N ?%@ 218 PM

Input Education information
1. Special Ed. — click mouse to select yes or no. If “Yes” below select all eligible disabilities that apply to

student.

2. Title I Eligible — click mouse to select yes or no, if you do not know if student is eligible leave blank.
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3. Youth — select appropriate scoring assessment for student using down pick-arrow.
/3 https://iiolt.famcare.net/cgi-bin/genfunc.exe ?FULLFUNCTION"BLANKFORMIFO= | RS gl [esip =) ks -

(NI WS (I [ (== A1 AI

Education for the youth onlky. Assess the youth's education status at the time of arrest. LUse the checklist at the
end of the gquestion to indicate the wouth's history in education Indicate if the yvouth is certified for special
education services.

Check all that apply for youth:

[ El (Emotionally Impaired) Rule - Cl{Cognitive Impaired) Rule T OHI (Otherwise Health Impaired)
2401706 3401705 Rule 240.1709{a)

M 5L {Speech and Language M LD {Learning Disabled) Rule [ TBIl {Traumatic Brain Injury) Rule
Impaired) Rule 340.1710 3401713 3401716

[ HI (Hearing Impaired) Rule -

240 1707 ™ Al (Autistic) Rule 2401715

Wl (Wisually Impaired) Rule ™ Fl {Fhysically Impaired) Rule

2401708 3401709

|Youth | 0 Has occasional problems with attendance. work effort or behaviors but continues to function at expected grade level.

Mot spplicable

+2 Enrolled, attending, no histo Df behavior problems, functioning at expected grade lesvel or has GED or HS diploma.
[ onal proble < effort or beh rs but continues to function at expected grade
-2 Chronic problems Wlth at‘lendance work effort or behaviors and/or functions 1 wear below expected grade lewvel.

-4 Chronic problems with attendance. work effort or behawiors and/or functions 2 or more wears below expected grade |ewvel

-

=
E

[Zlick here to AddEdit School Info
Y IR ' ="
] [ 5 |4 Intemet

i Start| 8 Groupwise - M... | E1DHS et - Micr...| B Microsoft Ward...| #1FAMCare Syste.. | [EThttps2diiolt . [N T 2?0298 231PM
4. Update Last School Attended and Last Grade Completed.

5. Update student behaviors that apply, i.e. GED and date received GED.

6. Input student Goals.

7. If Special Ed. Update IEP Goals.

8. Save and Refresh

9. Using Quick Navigator — go to Forms Menu for your client or logoff JJIS.

D5 — Education Information — Update/Progress Report
1. Go to Education Forms — select D5 Education Information.

2. Select Copy Existing Form (JJIS will copy last saved D5 report).

3. Date of Report — Enter current date or Strengths and Need’s reporting period. (Note:
Information will update the Strength and Need report with the last updated D5 report.)

4. Input Education Information — follow above procedures.
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Request School Information

To Request Student’s Records from prior schools:

1. Select 11K “Request for School Information”

/2] FAMCare System - Microzoft Internet Explorer provided by FIA-Net IE 5.5 5P2 ge= |QI @IW'X'I&I@'@'E <] M= E

JEiIe Edit “iew Faworites Tools Help

L0 0 W QA G P B 5
Back Py Erd Stop  Refresh  Home Search Favortes  History tail Print
JAQIdress I@ https: ##jiolkt famcare. net/secursindex. hitm j @Go |J Lirks
Quicl Mavigator: | (please select) = EF
iZase Progress Motes 5. =l

MWedical Information 9.
Clinical Information 10.
Education Forms 11 ---= A Education History
Special Education 12, B. Enter Grades
Vocational Education 13, C. Edit Grades
Court Information Menu 14, D. Test Battery
Foster Care Forms 15, E. GED Test Information
Community Based Services 16 F. Update School Information
Special Access to Prosecutor Menu G, Print Grade Report

7. H. Print Grade Transcript
Program Problern Reporting 18. | D5 Education Information

Training Registration / Evaluation 19. | Request for Prior Information

k.. Request for School

Information
|
€] Done l_la_le Internet
= | Slaltl 5 Grouphwfise - Mailbox ”@ FAMCare System - Mi_. |<EJ§N FAE® g154M
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2. “Create New Form” (create a new form for each school record).
3 https://secure_famcare_net/sqltest/cgi-hin/genfunc_exe ?FULLFUNCTION "FORKz |QI§IEI§I%IQI§IEI @ [_ (=] x]

YOUR LETTER HEAD HERE

Date: IDE—ES—EDDS

Select School |

County: [Select() =l
District: || Select County before selecting District 7]

‘ School: “ Select County, then Distict hefors selecting School x|

\ Unlisted School Entry

‘ School Name: “
School Address:

|
School City, State, |
ZIp nfo

Tor School Records Department Changel/Add School

A | Set Unlisted School

From: Education Department i

|&] Dore |_|ng Intermet
g Start| B Groupwise - Maibon | @7400LT Development .| B Microsaft word |[@]ntps:trsecure ta | [N TS 95eam

3. Select school “County” ex: Wayne County

4. Select school “District” ex: Detroit Public School District
5. Select “School” ex: Central High School — Detroit

6. The system will populate request form with student current placement information.
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73 hittps:/ fjiolt. Lamcare.net/cgi-bin/genfunc_exe FULLFUNCTION“FORMSLISTIFOI IS = | (2N [BX]E=d) 4. M

|
The above named student has been placed at Sequoyah Center, a residential treatment center.
WWe are reguesting the release of medical, educational, or specific program information, including
peychological reporting, IEF reports, MET reports, CA-G0 files, transcripts, etc. for use in providing
appropriate educational services, program or updating previous reports.
FL 93-380 the Federal Family Educational Rights and Privacy Act, provides the written consent of
the parent/guardian/eligible student IS NOT REQUIRED to release educational records to officials
of ather schools or school systems inwhich the student sesks or intends to enroll. Sequoyah
Center is a school and gualifies under this act.
Flease forward to;  Education Department
Sequoyah Center
9036 E. W36, P. O Box 349
Whitmore Lake, M 48189
If you have any questions regarding this request, please calll . Thank you for your
assistance.
Administrator's Signature e
[

|@ I_la_le Intermet
= || SlartI @ Grouptwise - Mailbox I @ FabdCare System - Mi...l B3 Microsoft word ||@ https: 2jjolt.famc.... |<EJ$N ? ‘%@ 11:05 AM

7. Type in contact person telephone number.

8. Save
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To Print on your facility letterhead

1. Select “Click here to display your just saved form in a format suitable for printing”

2. Place letterhead in printer
NOTE: Depending on the type of printer as to how the letterhead should be placed in printer — ex: Lexmark printer place

letterhead face down — letterhead - front of tray.

3. Select “File” — “Print”
3 https://secure_famcare_net/sqltest/cgi-bin/genfunc_exe ?FULLFUNCTION "FORK= |QI ﬁ.ﬂ'g' %I@ﬁﬂ @ N_=]x]

Save Confirmation

Your record was successfully saved into the Client Management System,

Document serial number: 05220050523085551
Document revizsion number:1

Click here to display your just saved forrm in a format suitable for printing

A new window will open with your form. Use the print functions located in the menu toolbar of the new window to print your document. Afteryou have printed

wour document close the window,

Do not use the Back button to bring the form up for any revisions, or you will get an error when you try to Save it. Instead,
Return to the Menu, and use the normal Edit functions to view or modify the data you just saved.

Click here to close thiz screen and refresh summary

|&] Dore |_|ng Intermet
g Start| B Groupwise - Maibon | @7400LT Development .| B Microsaft word |[@]nttps:trsecure ta . | J N T2 104380
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The system will automatically update 11J Request for Prior Information.
Upon receipt of student school records:

1. Select 11J — Request for Prior Information

2. Edit Request for Prior Information — select “Edit” school received records from. Ex: Edit Central High
School — Detroit.

3 JJOLT Development - Microsoft Internet Explorer provided by FlA-Het IE 5.5 5Pz |QI ﬁ.ﬂ'g' %I@ﬁﬂ @ [_ =] %]
J File Edit “iew Fawortes Tools Help ‘
oI S | Q G @B S
Back Py ard Stop  Refresh  Home Search Favortes  Higtory b ail Frint
JAEIdreSS I@ hitps: #4zecure. famcare. net/zgltest/ j @Go |J Links
Ouick Mavigator: |(p|ease select) j =
. Dateof =]
Edit Request Requested From By
Odette
Edit  &/23/2005 Central High School - Flint Gardner
Odette
Edit  &/23/2005 Sequoyah Center Gardner
Odette
Edit  5/20/2005 Central High School - Detroit Gardner
|&] Dore |_|ng Intermet —
g start| B Groupwise - Maibos |[@7990LT Development - [ Microsalt Word | N § &2 11a7aM
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3. Type date records received

4. Save

2 https:/ /jjolt.famcare.net/ cgi-bin/genfunc_exe ?FULLFUNCTION--FORMSLIST | FORMNAME(EdR equestForPrior - Microsoft Internet Expl

==

\ Request for Prior Education Records

JJOLT, Janie 0621003134

‘ Date Requested Prior Education Records: ||12;25;2005

County:

|Genesee [25)

District:

| Bendie Public Schaols

From Where were records Requested:

|Griﬁith Court School (991)

From Where if Not in Choice List:

Date Records Received:

|1 2f27{2005

Mo signatures--new form

Signature: |

Click onyour browser's Back button to cancel this record or

Delete |

|@ Done
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Testing History
Testing History will display the last’s three CAT-5 and TABE testing information.

3 JJOLT Training - FlA-Met IE 5.01 gt

J File Edit iew Faworites Tools Help | E
: =g o
L= D ) [ G S B =2 3. g
Back Earnaard Stop Fefresh  Home Search Favortes  Historp b ail Print Edit o
@
J Address I@ http: Afjjoktraining. fameare. net/ j 6) Go |J Links
Quick Mavigator: | (please select) =]
|Edit "Facility =
IEdit "Huron Center :;;
=)
Teste
Form Used: A Level: 12 16 -2 &
TeStlng HIStory Reading Language Language tA=th hi=th ) Study ) Social Taot: ﬁ
e Comprehension | Mechanics  Expression | Computation | Concepts Spelling Skill= SElISED Studies Re:
12.2 12.2 11.1 111 100 10.0 100 11.0 111 11.2 12

Test of Adult Basic Education (TABE)
[Ear [Fzciiy |

Ldd Testing Information

Section Score PEDEEE
Component
Highest Language ArtsANVriting Score I M YES §
Highest Social Studies Score I M YES - é
_‘I | 3 '%
&1 ’_’_|O Internet
g8 Start| (F[01]00:00 - CD Player | B Microsaft Word - jolt e... |[£790LT Training - | @Gioupwise -Maibex | [NEF 2% 328PM

To add Testing Information:

Select 11D Test Battery or from 11A Click on “Add Testing Information” Education Test Battery screen will
appear.

1. Select testing form from drop box.

2. Click “Create New Form”.

3. Input information required for testing form requested.

4. When data entry is completed, click on the “Save” button.

The Testing Battery Screen will display the history of all testing completed by student. To view a previous test
select “Edit” next to the test you wish to view.
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<@} FAMCare System - Microsoft Internet Explorer _=2] =]

File Edit ‘Wiew Favorites Tools  Help | 1','
@Back - -\_.) - |ﬂ @ ;h ;] Search ‘grn:g‘Favorites eMedia {Z‘)‘ [_\:v :\?.. - _J ﬁ
Address I@ https: fjjolt. Famcare.netfsecureindex. htm ﬂ Go | Links ** @Snaglt I‘ﬂl
Quick Mawigator: |(p|ease select) j B Sutntnary data refieshed
0621003134 JJOLT, Janie
GED Testing Information
Click here to add hew GED Test Results
Click here to summarize GED Information
Edit Edition: Score: Date Taken:
2001 Edition
YWriting
' Social Studies
Edit Science
Literature and Arts
Ilath
Language Arts - VWriting 500
Edit Social Studies 500
. Science 500
Language Arts - Reading 500
Iylath 500
[&] pane |_|_|—[§|0 Internet
GED Testing

Select GED Testing, 11E or from 11A, go to GED Information section “Click here to add GED Test Results”
the above screen will appear.

To add new GED Test:
1. Select “Click here to add new GED Test Results”.

2. Select GED test Edition from drop down box (prior to 2002). The section for the appropriate edition will
appear in Section column.

3. Input “Score” tab to next column.
4. Input “Date Taken” (date the test was taken) tab to next column.
5. Select “Official Test Center from drop down box.

Repeat above until all scores of sections completed have been entered.

6. Optional Comment box — type comments. Spell check is available. (ABC + bottom next to comment box.
First time use of spell check see Spell Check installation instructions.)

7. Save — test score will appear on 11A — Education History GED information section.

Education History — 11A
Prior to entering GED scores warning will appear on screen “This client has no GED test saved and therefore no
processing can be done on this screen.” Press “OK” to clear screen.
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Identifying information is pre-populated. Education History — This information is pre-populated from the
Intake Summary 1A.

3 FAMCare System - Microsoft Internet Explorer - |ﬁ' Iﬂ
| i

File Edit Wiew Favarites Tools  Help

@Back - -J ™ |ﬂ @ \-_;j ‘ /:j Search ‘?'/':L( Favorites eMedia {Z‘}‘ [_:v .,,__;, - _J '3

Address I@ htkps:ffiolt, Famcare, netfsecuraindes. him j Go ‘ Links >

Sisnaght |2

Quick MNavigator: |(p|ease select) =] &

| v

Education History

Mame: JJOLT, Janie SSM
Date of
DHS # Birth/Age: 71311988
#Ji_JOLT 0621003134 Age: 17 years, 6 months -
Admission Release
Date: Date:

Refresh Education History Screen

School Mame and Address Last Grade Completed Click here to add new school info

Lansing Community College

419 N. Capital Avenue

Lansing, Ml 485017210 Other ---=
Phone: 5174831957

Fax: 9174831957

Lansing Community College

419 M. Capitol Avenue .
| ansing bl 435017210 HS Diploma =l

|_Do-ne "- [ [ |2 [ mnternet I
From the Education History summary you can link to all the education sub-forms to update information and
print.
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Individual Transcripts

To Print Grade Transcript:
You can print the report from 11H or 11A Grade Report/Transcript Section selects “Print Grade Transcript.

1. Two options -
e Select Current Data (real-time includes all recently saved data)
e Select Nightly Pre-Compiled Data (all data save by 12 a.m.) runs faster then above selection.

2. Batch Transcripts
e Quick Navigators — Select Custom Reports

e Select Education Reports — 6] Batch Printing of Client Transcripts

e System will default to print All Client Transcripts

e To select specific client records right click mouse on student’s name

e To deselect — right click on student’s name highlighted in blue

e Once you have selected all desired students records — select Run Report
e Report will be the first report in print queue.

NOTE: Batch printing of transcripts has different look then individual transcripts — heading information will

print to left margin verses across the top of p a%
/3 https:/jiolt.famcare.net/DYMIMAGE /30261_5NP - Microsoft Internet Exploler pri= |_| IW'X'.I%I@'@'_I L] WEE

JEiIe Go  Favorites  Help |

- . =5 B [ w| 8 G 9 B &

Black Frirs ard Stop  Refresh  Home Search Favortez  Hiztory b ail Bt
| Address [@] hitps: /ol fameare. net /DY NIMAGE /30261 SHP | @6e | | Lirks
Utticial 'l'rarlscrlpt ;l
Siudeni ID Gender Shdent Mame Facility Mame/A ddress _I
88N Date Of Birth Enter Date Leave Daie
To the Parent/ Guardian: Graduated :
Daie Ob tained : A=Superior D=Bebw Average
GED: B=Ahove Average E or F=Not Passing
Daie Ob tained : C=Average NC=No Credit
[Course ID  Course Tiile Mark  Credit Course ID _ Course Tile Mark  Credif]
HEror
Toal GPA:  #Ermr Total Credit:  #Ermor
Cum. GPA:¥ErTor Cum. Credit: Error|
Total Credii By Subject

‘ Tramscrpt iz unoffical unless signed by a fac ity official

N I I =1 e i
|@ l_lg_wnknown Zone

= || SlartI @ Grouptwise - Mailbox I B Microsoft Word - jjolt I @FﬂMCare System - Mi...l I@ https: 2jjolt.famc.... |<EJ$N ? @,@ 4:47 P

[
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SPECIAL EDUCATION FORMS

a FAMCare System - Microsoft Internet Explorer provided by FIA-Net IE 5.5 SP2 gt
J File Edit “iew Favortes Tools Help ‘ﬁ
+ . Q N | @ G | B A .
Back [Farward Stop Fefresh  Home Search Faworites  Histary dail Frint Edit

JAddrBSS I@ hitps:{ fjioltfamcare netf secureindex.htm ﬂ & Go
|Links #&]vahoo! Games
Quick Navigator: |(please selsct) =

Special Education 12. 12.---> A. Special Education Referral Report (FIA- Al

Vocational Education 13. 13. 4260)
Court Information Menu 14. B. Notice of Consent Regarding Academic

Community Based Services 15. Records (FIA-4259) J
Special Access to Prosecutor C. Special Education Consent to Evaluation

Menu 16, (FIA-4262)

D. Permission for Temporary Placement Due to
Program Problem Reportin
2 2 179 Previous Enroliment (FIA-4268)

Training Registration / E. Invitation to IEPT Meeting (FIA-4309)
Evaluation 18. F. Individualized Education Program{FIA-4311)

G. Emotionally Impaired MET Report (FIA-
4254)

H. Emotionally Impaired Observation Report ~|

|@ Diane ’_I—E'_l‘ Internet

Complete all special education forms using Michigan State Board of Education Spemal Education guidelines.
Special Education forms available on JJIS:
e Special Education Referral Report DHS-4260

e Notice of Consent DHS-4259
e Special Education Consent to Evaluation DHS-4262

e Permission for Temporary Placement Due to Previous Enrollment DHS-4268
e Invitation to [EPT Meeting DHS-4309

e Individualized Education Program (IEP) DHS-4311

e Emotionally Impaired MET Report (EI) DHS-4254

e Emotionally Impaired Observation Report (DHS-4263)

e Learning Disabled MET Report (LD) DHS-4306

e Learning Disable Observation Report DHS-4261

e Cognitive Impairment (CI) MET Report

e Traumatic Brain Injury (TBI) MET Report DHS-4272

e Hearing Impairment (HI) MET Report DHS-4271

e Speech and Language Impairment (SLI) MET Report DHS-4256
e Visually Impaired MET (VI)Report DHS-4275

e Physical Impaired MET (PI) Report DHS-4273

e Other Health Impairment MET Report DHS-4270
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e Evaluation Review DHS 4274
e Autism Impairment (AI) MET Report DHS-4253

Special Education Referral Report (DHS-4260)
Special Education Referral DHS-4260 must be completed within 30 days of admission.
1. Indicate the “Purpose of Report” (right) click your “mouse” once to select the appropriate report.

2. “Date of Referral” will auto-fill with today’s date. To change date type appropriate date.

3. “Native Language of Parent(s) will auto-fill from Intake form (1A) (if information is available) or type
parent(s) native language.
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NOTE: By inputting the parent’s native language into the Intake form (1A) will allow the system to
automatically populate parent native language wherever it is needed.

/3l FAMCare System - FIA-Net IE 5.01 gt [_ [=] %]

JEiIe Edit iew Faworites Tools Help |

J = s 9 -~ (bd B B- S Eil
Back FEtvEncl Stop Fefresh Home Search Faworites History bAail Frint Edit
JAQC’VESS I@ https:/ fioltfamcare net/Securelndex htrm LI o Go “ Links
Quick Navigator: |(please seRADRRHYey]
American Indian/Eskimo (10)
American Sign Language (09) ;l |
= = Arabic (04) |
|Fam||y Information: Cambodian {11} |
Zip Code of Parent's/Legal Ch_aldf’a" (12) = =
Guardian Home Chinese (06)
Earmii T Duteh (13) 2]
amily Type English (01) El
Marital Status of Biological French (03)
Parents German (14) >
Parent's MNative Language Albania (21) LI
Female Juvenile Pregnant -
Currently ISEIBCt —I
Wictim's Rights Notification  [MNo =] (-

Comments / Other Information:
4]

|
|@ ’_|E|a Internet

= Stanl ﬁ Groupiis... I (Eﬁ [03] DD;|https:.-".-"]]olt.famcare.net,-"cgi—bln,-"genfunc.exe?FULLFUNCTION"FOF{MSLIST|FOF{MNAME(S|

e From Client’s Forms Menu — Select Intake (1A) Client Intake/Summary.

!
| LOSOL

e Click “green hyper-link” for Family Information.
e Select “Parent’s Native Language” from drop down selection.

e Scroll to bottom of page and save change.

1. Complete Special Education Referral DHS-4260 form using special education guidelines, select the
appropriate categories and complete comment sections.

NOTE:

Spell Check
To prepare your computer for spell check:

e (Go to the task bar for the Internet and click on Tools;
e Click on Internet Options;

e C(Click on Security;

e Click on Internet;

e Click on Custom Levels;

e Click on the Radial button that says “Initialize and script Active X to make safe,” click OK click
Yes when it asks “Are You Sure?”

This will never have to be done again.
To use spell check:
e Next to each text box there is a spell check button (ABC ).
e Select spell check button to check spelling of text for each text box.
Notify via E-mail — Use e-mail notification to notify form’s distribution list, i.e. Central Office (e-mail address

DHS-CO-SpEd@Michigan.gov)
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e Right click your mouse to select “Notify via E-mail”
e Type e-mail address ex: DHS-CO-SpSd@Michigan.gov
6. Save
7. To Print
e “Click here to display your saved form in a format suitable for printing.”
e Select File

e Print

e Close screen — return you to Save Confirmation screen, “Click here to close this screen and refresh
summary.”

LAl CSTATUS CHANGE CNOT REFERRED AT |Sh5Sess——
TIME I
E of Student: Tester, Chuck Center Name: | Wolverine Secure ra
of Birth: [Age: 15 wears., |[Ses: - ,
as7 3 month= Male Halnvwving: [
LS k=Te Admission Date: [Srior/=oo0= |
e Language of Parent(s) MNative Language of
ES Student [English

PECILAL EDUCATION REFERRAL - There is reasconable cause to suspect that this
is handicapped and is in need of special education services. Please explain your

= of concern:

HANGE ©OF EDUCATIONAL STATUS REFERRAL — This category applies only to
Ernts who are currently receiving special education programs or services and are

b referred for a possible change in education status (addition, deletion or =
fig=tion of a special education proararm or services). Pleasc identife the additional IL' =
- » =
&= e [ (&S (w0 intermer =2
HEA Srarr | B ricroson vvors | B circupvvise | S ) mariciors seeete |[EE nete s s snor [l 0 T wina e

Notice of Consent Regarding Academic Records (DHS-4259)
If youth referred for services, Notice of Consent Evaluate (DHS-4259) along with Notice of Consent (DHS-

4259), must be sent to parent/guardian (or youth if 18 years old) within 10 calendar days.
Note: If parent have any kind of restriction their name and address will not show as contact — you must input

the appropriate guardian information.

IEP
IEP must be held within 30 school days of date of parent/guardian/youth consent.
Once IEP is held, completed paperwork needs to be sent to Central Office, JJS/CMO, parent/guardian, etc.

within 7 calendar days.

Vocational Education

-'a FAMCare System - Microsoft Internet Explorer prowvided by FlA-Net IE 5.5 SP2Z gt

Eile Edit R =t Farrorites Tools Help |

o »_@@ﬁ|@@®|%f@‘,

Baclk T | = el ptd=ire| Stop Refresh Horme Search Faworites Histor:
Address [&1 s/ fiiolt farmcare net/secureindex htrm ~| & co

Links &]“ahool Games

Quick Navigator: [(please select) |

Special Education 12. 12.
YWocational Education 13. 13— A. Career Summary
=
Court Information Menu 14.
Community Based Services 15. J
Special Access to Prosecutor
Menu 16.

Program Problem Reporting
17.

Training Registration 7
Evaluation 18.

=] Done [EN W@ Internet I
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Zj FAMCare System - Microsoft Internet Explorer

=lai>])

Career Summary

1. To complete student’s Interests type in text box.

File Edt Wiew Favortes Tools Help | e
0 Back ~ (L) - |£| @ 7;‘J | /-‘: Search \;\'* Favorites @ Media  £<) | - e - 3
Address [{&] https: /ol Famcare. netsecureindes htm = Go |Linl@ ”| S snaglt =y
Cruick NMavigator: [ (please select) = & Summary data refeshed
Vocational Education Summary
0621003134 JJOLT, Janie
Interests I ;IE
Career Pathways Interests
= [ I
1.
[(Plzase select) =1
=
=
2.
[(Please selecy =1
=
=
3.
I(Please select) ;I
=
=L
4.
[(Please selacy =
Al I ’ >
[&] Done [ [ [& [& rterret I

NOTE: Next to each text box there is a spell check button (ABCV). Select spell check button to check spelling

of text for each text box.

2. Select Career Pathways Interests from drop-down list. (You can make up to six different selections.)

Input information in text boxes for:
e Lifestyle Preferences
e  Workplace Skills
e Achievements, Awards, Certificates
e Areas Needing Improvement
e Careers Explored
e Short Term Goals
e Long Term Goals
4. Input High School Courses to prepare for this career plan.
e Freshman
e Sophomore
e Junior
e Senior
5. When data entry is completed, click on the “Save” button.

Logoff JJIS FamCare
To Log-Off System:

1. At the top of main screen is a “Quick Navigator” bar. Clicking on the field produces a small drop-down

menu of the different areas for which the user has been granted access.

At the bottom of the drop-down menu select “Logoff FAMCare.
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pET M,
0"2’? N

&

5 DIAEEZ

Department of
Human Services

Bureau of Juvenile Justice

‘:-‘; Juvenile Justice Information System (JJIS)
G

OPERATIONS HANDBOOK

Page | 1 of 4
To complete a Notice of Escape, go to the DHS forms menu. Select SA to access the notice.

EES
Fle Edit ‘Miew Favorites Tools Help ‘ ﬂ'
eﬁack - J - \ﬂ IELI _;\I | /..-Ij Search \:\L( Favorites @Medla {_‘3| <= ‘_f - _J '3
Address Ié:l https:ffijalt.Famcare. netjsecureindes. htm j Gn Links ™ eSnagIt B
Quick MNavigator |(p|ease select)

Goto Scheduler JJOLT, Janie -0621003134 Click for Header SCreen ciickfor caze Notes Click for Clisrt Task Appt 1=
Juvenile Justice Online Technology. Department of Human Services, State of Michigan
Intake Forms 1.
COther Related Forms 2.
Treatment and Senvice Plans 2 -
Detention And History 4.
Incident And Escape 5. A. Motice of Escape {b
Care Management Track 6. B. WEB Motification
Adoptionf/Adoption Subsidy 7. C. Incident Report Pre March 2003
Case Progress Motes 8. D Current Incident Repart
hedical Information 9.
Clinical Infarmation 10.
Education Forms 11
Special Education 12
Wocational Education 13
Zourt Infarmation Menu 14
Foster Care Forms 15,
Community Based Services 16,
Special Access to Prosecutor Menu 17
Program Problem Reporting 18
Training Registration / Evaluation 19, El
|@ lilirglﬂ Internet I}

After selecting 5A you will see the Escape summation page, which will allow you to create a new notice or copy an existing one. If
you are creating the first one for your facility, it should be create new. For each additional notice, you can copy existing. Please see

example on next page.
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3 FAMCare System - Microsoft Internet Explorer _ Iﬂlﬂ

Eile Edit ¥iew Favorites Tools Help | ':,'
eBack - \_-) - |ﬂ @ ‘;j | ;) Search ‘s:r\L( Favarites el‘ﬂedla €3| [_':- “T\F - _J 'ﬁ

Address [ ] https:yiiok. Fameare netjsecureindes.him B vk P &sneare 12
Quick Navigator: | (please select) = =

Notice of Escape

[Create New Eorm f | CopyExisting Eormi|

Edit Description

oo R T

olt.famcare.net/cgi-bin/genfunc.exe?FULLFUNCTION~FORMSLIST | FORMNAME( 1 INoticeDfEscape) - Microsoft Internet E |7 x|

Notice of Escape
Admin Master

INSTRUCTIONS: Admin Master Facility staff must complete sections 1-3 at the time the escape report is generated. Section 4 should be
completed when youth is apprehended

Date: [11-16-2005
Section | o
Date ofEscape:I
Tirne ofEscape:I

Youth's Mame: JJOLT, Janie
FAMCare Mumber: 0621003134
Escaped From

:Enter Mame ofl
Facility

Under the
FollowmngeIe:t jl
Circumstances:

Report of escape

was taken by
Officer's Mame /
Precinct Facility

B
Additional
Information:
H
" Oﬁenﬁg_Clodele =
|&] pone ’_'_E & Internet I

You can now begin to fill out each section of the notice. Information regarding description of client, along with parent / guardian
history will automatically pre-fill from the client intake summary. This is why the intake summary should always contain current
information regarding the client and family. You must always include a description of clothing worn at the time of escape
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3 https:/ /jjolt.famcare.net/cgi-bin/genfunc.exe?FULLFUNCTION~FORMSLIST | FORMNAME(1INoticeOfEscape) - Microsoft Internet Explorer

- DaecfBith7/31988
- Placeof Birth City/CountyFlint | Genesee
S sSN

- HeightFeet:5 Inches:8

Please Motify:
Parent / Guardian_Click here to add (Click heading to sort.)
Eelation Parental
Mame Type Parent Gt_:rgc%an Domicile Rights EL&%%& l‘iﬁ"ﬁggr
click to edit - Terminated
[JUOLT MO || BiologicalMother | Yes | Yes | wYes | [ es | |
[JJOLT.DAD || BiclogicalFather [ Yes | ‘Yes | | | | |
[Bt_Thad | Attorney for client | | fes | | | | |

City of Residence Police Department: |
Admitting Police Department: |

POLICE DEFPARTMEMNTS: (List Police Department in City of Residence and Police Department responsible for admission)

=

|a Dione

’_ ’_ E |4 Internet

There is a section where you must list the city of residence police department, officer taking the complaint, etc. Once you have entered
the necessary information, click the save button at the bottom of the form. There will be an automatic E-Mail notification sent to the
DHS director’s office, JIS worker, your facility Director, etc. You must also follow up with a phone call to the JJS worker, and others

you deem necessary.
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Once the client has been apprehended, you must complete the section shown below and then save. Auto E-Mail notifications will
Once again will go to those listed on the previous page, notifying them of the date and time of apprehension, where the client is

currently lodged, etc.

‘Jjolt famcare.net/ cgi-bin/genfunc.exe*FULLFUNC TION"-FORMSLIST | FORMNAME({ 1INoticeOfEscape) - Microsoft Intermn: |7 x|

DL Lol f A IR I Ol | e L L Pt L T S LY D ] Pt L | e L f T L 1L |t B Bt 1 Ll L1
-

City of Residence Police Department: |

Admitting Police Department |

Other E-Mail Notifications:
(Enter up to & Additional Email Addresses =]
separated by a semicolon) =l

Section IV. Apprehension Information

Diate Apprehended:l
Time of Apprehension:|

Location of Apprehension: |
Youth Returned To: |

Date Returned'l

MNotification Information:

B
H

This is a Signature Locked form. Once signed, it cannot be edited.
E-Mail notifications are sent whenever the form is "saved"” whether it is signed or not..
Signature
Click anyour browser's Back button to cancel this record or
Save | Schedule |
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